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lORlAVORI) 



This ciliiioii oi* ilu* .S7v/r Munuul li.is Uvvn prepared io update 
ami clarily qiu'stions of literary usage \\\ general and (^t* NKA style 
In pariieular st) far as .\sst)eiaiit)n policies and edueational partic- 
ularities dictate special attention. Association leaders and stalT arc 
urged to consult this hook regularly and to direct their questions 
and suggestions tt> NKA Puhlishing, Room ()()'), lliOl Sixteenth 
Street, N.W., Washington, D.C. ^OiVMl 

rhc rules set down here cannot he exhaustive. For questions 
nt)t covered here, consult any reputahle authority* Both the (iov- 
cnimcnt Printina Office Style Manual and the Tniversity of 
Chicago's Manual nf Style are comprehensive in terms of grammar, 
punctuation, and the mechanics of writing and expression. Wilson 
Ft)llett\ Modern American r\Uf{e is excellent for suhtleties ol* 
meaning, and Strunk and White's Elements of Style is without 
rival hoth lor its conciseness and its views on rhetoric. The latest 
editit)ns of llV/>.v/cr\ \eie International Dictionary {19()1) and 
ltV/^A/cr\ Xere (lolle^iate Dictionary ( 1 973) are recommended. 
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AhhriTHitions and Symbols 



I. ABBRKVIAMONS AM) SYMBOLS 
I . I . (jfiKM al Rules 

IJ.L IVriiKls '-;t'm*r.illy sli«'ii!(i In- ust-il aWci' ,il)l)iv\ iatioiis »iiul cor- 
lain i tuiiiMi iions i)t words d\u\ .ittt-r »i sinj^Ic Uiicr or (l<)ul)lc letters 
ivpreseniini* wonls (sei* 1.1!. L tor al>l)re\i.iti<)ns ol" states and 1.5. 
tor iieaiiiiep.t ol s\ mliols): 



A.li. 


\)M lu'ior ot arts 




al)t)r( viatioii 


.i( ( t. 


.ic ('omit 


A.I). 


in thi* vcar ot i)ur l.onl |Ciluistian era) 


.i.tn. 




.i|)|)r«)\. 


approNitiiati'ix 


.ISSll. 


assui iatioii 


.1>>IM . 


as>()( i.itc 




.issistaiit 


H.A. 


l>avhoi»»r i)t arts 


lu:. 


I rtorr Cihrist 


ht 


lu)i(lta( (* 


CAIN 


I onuniiiiity atitnina irlevisiDti. i al)ic I 'Icvisiuti 


et. 


I Dtnp.iri', MH' 


I h.ip. 


i liapti't 




I .i.sli 1)11 ilriivrry 


I ( i)U. 


( {)iiitiiii. ( oiutiitis 


( nut. 


( ntitinticii 


I). I). 


iloi lor i)t ilivitiity 


D.D.S. 


tor i)t* ilotit.il siirmM v 


D.S.I. 


(l.iyiii^lit savings titnc 


I). Lit. 


({()( tiir i)t litiTatiirr 


iKpi. 


(icp.irttiuMit 




isioii 


ediK . 


rdiK .itioii 


e.^».. 


tor rxanipli' |.il\vays iolloweil liy a comma | 


I...S. i. 


l..ist('tti st.itulard tinu' 


ft al. 


atui otlitrs 


<*t Sl'lj. 


and tlie toiio\vitii> 


rti . 


.itid so torth 


f.. ft. 


and toiiinviiiju jMijc, and tol lowing pages 




fiKiirc 


(;m* 


k^rnss n.uionai prodtu t 


ilml. 


in llif sattii* piai e 



o 
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Affhrrvidtions and Sxmhals 



If) 


ttt t «• 1 1 ttri*ti ( f* f 1 11 1 tt t(*ti t 

1 1 1 1 1 11 iiv\ fill III 


lot; 


' * 1 < * W »♦ Villi 


t t* . 


that is |.il\v.ivs ti)tlu\vi*(l by .t ( ottutui 


1 1) 


(io( tot l)t 1*1 \vs 


If 
1 1 


itirli t t\ii't* 


1.1. H. 


bai'tu'lor tjt ^aws 


IJ..l>. 


(loi'lor 1)1 laws 


lot'* i'it. 


ill (111* til.if't* t'tft*fl 

111 llll L'litti VIII 11 


111* 


tlODtl 


M.A. 


inasitT of .iris 


M.l). 


doi tor of tncdii ini* 


M.S. 


m.i.stcr ot Nt icncc 


\\ nn. 


notCi iu)lcs 


no., nos. 


number, numbers 


op, I'it. 


in ihe work eited 


11. Ml). 




piif. 




Ph.D. 


dui'tor of philosophy 


ikl 
pi. 


nl it 1* 

L/I.l 1 1 


p.m. 


afu'rnoon 


pro tfin 


temporarily 


sic 


thus 


vol. 


volume 


wf 


wrong tout 



KXCKP l ION: I'hc al)bivviati«)n h if w (black and white) used in 
rclVrcnccs to films ;Mid lllmstrips should he set with space and 
without periods. Neither period nor space should he used with 
mm. the abbreviation of millimrlrr, in relVrrinj; to films; with 
rffffL the abbreviation i)\ revolutions (wr minute, in referrinj» to 
reeordinus; or with //>.v. the abbreviation iA inches fnr second, in 
referrin*; to taped reeordiiu^s: 

1 6mm 45rpm TVaips 



1.1.2. Abbreviations composed of initials with periods should be 
set without space us should abbreviations of academic decrees: 



r.S.S.R. 
R.S.V.P. 



B..\. 
Ph.D. 



AhhrtTiations and Symhols 

KXCKFMON: Initials used tor a pcrsoirs sivcn name should be 
scl with space: 

]. F. Kennedy 

NO'I K: Any initial preeedin}^ a surname should be iollowed by a 
period, even ii it is not the abbreviation ol a j;iven name: 

Harry S. I'runian 

Islsli. Abbreviations in corporate and other formal names should 
follow the form used on the letterhead or on ol'tieial publica- 
tions: i.e., an ampersand should he used it it appears on the 
letterhead: 

Harper ^ Row 

NO I K: When it is nut possible to obtain a company letterhead 
U) determine the exact form of an orv^ani/.ational or corporate 
name, spell out all words about which abbreviation is uncertain* 

NOrK: When Tfic is part of the official title of a university or 
association, it is permissible U) lower case the article in lists tor 
consistency. 

He is a member of The American Legion. 

AKW sponsors include the National Education Association, the 
American Legion, and the U.S. Office of Education. 

1/2. IVrms for Political Divisions, Geographical lerms 

l/ZA. rhe names t)f foreign countries (except the US.S,R.) 
should not be abbreviated. 

Uniti d States should not be abbreviated when used as a 
noun but should be abbreviated to U.S. when used as an adjec- 
tive: 

U.S. government L'.S. foreign policy 



. Ihhrf'i iations tuul Syinhnls 



KXCIKPTION: \\ \ni\ uscil it) ( niijuiu liciii with llu ihiiiU' ol a 
foivioti couiilrv ih.il is spi'lU'd out, ('nitrd States should be 
spi'llfd <>ui i'\cn when usid .is .m .uljfiiivf: 
Tnitrd Si.iif> liiilisli i.ilks 

I rctuh. (ffttn.in. .mil I iiiird St.itt's lovtTiuiu'tiis 

l.^.'.t. Wlu'i) ihi* ti.um' nl a stale tollows ihc iiaim* of a city or 
ally p<jlilu »il division «)!' oiIkt i»i'oi;raj)hii .i! Iitiu, it may Ik- 
ahhirvialctl in lists, Niaiisiical m.itli'r, (»r Inhliojiiaphir citatiiMis: 

Jtihii jotics. ptrsidriu. \f\v York. \.V. 
M.iry jdiu's. sfi ifi.uv. llflfti.i. Mdtii. 
{hut: joiifs livt'N iti Motii.iti.i.) 

1.2. i,a. l lifsi* two-k'lltT .ihhri'vialioiis wciv cslablishod l)y the 
r.S. Postal StTvici" to tacilitate the haiulliiii; of mail aiul .should 
Ik* used on .ill ( ori'espondenei': 



Al.ilMtn.i 
Al.isk.i .... 
Ari/oti.i ., 



.Vrk.itis.is ... 
C.'alitortii.i .. 
(iaii.ii /.t>tu' 



Colorado 

Cotuiei ti( lit 

Di'l.iwari' 

i)istri( t of Coiunibia 

Kloriil.i 

CjforKia 

Ciiiam 

1 1. 1 w ail 

Id.iho 

liiitiois 

Ituli.iiia 

Inwa 

Kansas 

KftitiK kv 

i.ouist.itiii 

M.iitu' 



NLiryiatid 

Massa* hiisrtts 
Miihiv;ati 

Mitiiifsota 

Mississippi 

Missouri 



Al. 
AK 
A/ 

AR 
(A 

C/ 

CO 
CT 
l)F. 

DC 
H. 

(;a 
(;i 

III 
II) 
II. 

IN 
lA 
KS 

KV 
I. A 
MF. 

Ml) 
MA 
Ml 

MN 
MS 
MO 



Motilaiia M I 

Nebraska NB 



Nevada 



New llampshiri' 

New Jersey 

.New Mexieo 



NV 
Ml 

M 

N.M 

NY 

NC 



.New York 

North Caroiitia 

North Dakota M) 

Ohio OH 

Oklahoma OK 

Oregon OR 

IViuisylvatiia F.\ 

Puerto Ri(o FR 

Rhode Island Rl 

South Carolina SC 

.South Dakota SI) 



lentu^ssei 



l*e\as 

Ct.ih 

Vermont 



IN 

T\ 
CT 

vr 



N'iruinia VA 

Yirj^in Islatuls * V'l 

\Vashin\;ton \VA 

West Vir^itua \VV 

\Vis( onsin \VI 

Wyoming \VY 
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Ahfnrviutions and Symfxtls 



I.2.1Jk Kxii'pi loi those slates thai are not eoininonly abbre- 
viated (whieb appear in pareiuheses), ibe stales oi the United 
Slates and the Distriet ot Columbia should be abbreviated as 
roUoNvs when it is approprialr to tlo so in lists, rel'erenees, and 
text (see 7*:i.li. Tor alphabeii/ation of abbreviations and 7.l^/^. 
lor the position of District oj linlumhia): 



AIj. 


III. 


Miitit. 


I'.R. 


(Alaska) 


Ind. 


N.C. 


K.I. 


Xrif.. 


(Iiiwa) 


.N. Dak. 


S.C. 


Ark. 


Kati.s. . 


Nfbr. 


S. Dak. 


Calil. 




Nfv. 


IVnn. 


Colo. 


I.a. 


N.ll. 


lex. 


Cotiti. 


(Maine) 


N..1. 


(Itali) 


D.i:. 


Mass.' 


N. Mfx. 


Va.* 




Md. 


N.Y. 


Vt. 


Ha. 


Mi>h. 


(Ohio) 


Wash. 




Mitui. 


Okla. 


Wis. 


(ilaw.(ii) 


Miss. 




W. Va. 


ll(iahu) 


Mu. 


I'a.' 


Wyo. 



*K(*tituikv, Massai liusell.s. IVtinsylvaiiia. and Virginia art* offieially styled 
i otnmonwcalths. 

NKA Abl)reviations 

l*'ollowinji» are lists of abbreviations of (a) departments, (b) na- 
tional alliliates, and (e) assoeiated ort;ani/ations. "I'hese abbre- 
viations should be used to avoid repeatini; bMii; names alter they 
have first been mentioiuHl {see 1.5*2.). 

(a) ADISKA Amcriean Driver and Iratfu Saffiy Kdiualion Assoe* 

iation 

DSN Dcparltnrnl ol St hool Nurses 

KhA Kuial Kdui ation Assiu iation 

Ihf Depaiunt'nt ot lorci^m Lanjk;ua>;('s (DFL) and the Department ot* 
V(u atic)n.il Kdiu atioti iDVI.) are tin lonj^er active. 

(b) AAIU'KR American Association tor llealllu Chysii al KducalioHt 





and Recreation 


AKc:r 


Association tor Kducational Comtntinications and 




I ei hnoloj^y 


AIAA 


Americ an Industrial Arts Association 


ASCi) 


Association tor Super\*ision and Curriculum Develop- 




men I 


All-. 


Assoi iation of l eacher Kducators 


KKNl. 


American .Vssoi iation ot* Klemenlary Kindergurlen- 




Nursery Kdui ators 



Ahhrcviations and Symbols 



IIKKA llomr Kconorniis Kducation Association 

jKA Journalism Kduiation Association 

MENC Music Kducators National Conference 

NAKA National Art Education Association 

NAKS .National Association of Kducational Secretaries 

NAPCAK National Association for Public Continuing and Adult 
Education 

NASC National Association of School Counselors 

NCSS National Council for the Social Studies 

NC I'M National Council of Teachers of Mathematics 

NR TA National Retired Teachers Associaiion 



(c) AASL American Association of School Librarians 

.AKDS Association for Kducational Data Systems 

CKC Council for Exceptional Children 

NBEA National business Education Association 

NSFKA .National School Public Relations Association 

.\S T.\ National Science lea' hers Association 

.N'TI. National Training Laboratories 

SC.\ Speech Communication Association 



1.4. Kefercntes, In parcnihvtkVil references in text and also in 
footnotes, bibliographies, tables, and similar mailer, certain 
wtjrds (k::i)4nalin|4 parts oi' a publicauon should be abbreviated 
when accompanied by roman numerals, figures, or letters (see 
2.3.2. fur capitalization and 8.2. for use of numerals): 



jones argues (Vol. II, Chap. 6. pp. G7-68) that .... 

col., co)i. (column, s) No.. .\os. (.Number, s) 

Tig., Figs. (Figure, s) p.. pp. (page, s) 

I., 11. (line, s) PI., Pis. (Plate, s) 

n., nn. (note, s) Vol.. Vols. (Volume, s) 

KXCLP1IONS: 

Act IV, scene 2, line 15 Part \W 

Appendix IV Table U 
paragraph 6 



1,5. Symbols 



1.5.1. Neither periods nor space should be used with initials 
that function as shortened names of j^overnment aj^encies and 
other orjianized bodies (sec 1.1. for initials with periods): 

HLW NKA 

VISTA CARK 

NLRB PTA 

All) MIT 

C;PO CWA 
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Abbreviations and Symbols 



Commonly used symbols {IQ, CATV, lOU, SOS) should be set 
without periods and without space; also the symbols for radio 
and TV stations (WGMS, VVNS-TV) and for standardized tests 
(5.1 /; MMPI), which should be set in italics (see 6.6.1.). 

1.5.2. .\n unfamiliar symbol should not be used unless the full 
name or title for which it stands appears previously in the text: 

The National School Boards Association has been asked 
to sponsor the meeting, which will be attended by rep- 
re$entatives of the NSB.-X as well as by representatives of 
the .National Congress of Parents and Teachers and the 
National Education Association. 

NOTE: When such a symbol is to be used at a considerable dis- 
tance from the full name of the agency or organization-or when 
it may seem necessary for clarity for some other reason-the 
symbol should be noted in parentheses immediately after the 
first mention of the title: 

The National School Boards Association (NSBA) has 
been asked to sponsor the meeting. Discussion of the 
following topics is planned. . . . 
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Capitalization 



2. CAPri AIJ/AMON (set- also 1 1.3. !or appellations) 
2.1. lo Indicate Beginnings 

2.1. 1. When preceded by a turnial inirodiu iory element I'ollow- 
cd by a colon, tbe I'irst woid of a complete sentence should be 
capitalized (see 10.4. :i. lor use of the colon); 

Shr offered several reasons tor i hi)osing Lake Ashlon: 
(a) It would benel'il the ihildren. because ihey rould 
learn lu swim, (b) lis nearness to Boston would enable 
Harry lo stay late on Sunday evenings, (i ) Many of her 
friends were going there loo. 

KXCKP'I ION: The first word after a colon should not he capi- 
talized when it introduces an element that is merely a restate- 
ment or amplification of the first element (see 10.4.1. and 
10.4.2. for this u.se of the colon). 

2.1.2. I'he first word of each item in a list or an enumeration in 
block form should be capitalized (see 7. for form of lists): 

He had ihree reasons for taking a vai alion: 

1. Fine weather 

2. His longing for the sea 

3. I'he failure of his business. 

2.1.3. The first word of (a) a formally introduced quotation, 
(b) a cited speech in direct discourse, and (e) a direct thoU};ht 
or question shoidd ulzvuys begin with a capital (see 10.4.3. for 
use of ei)lon and 10.9.1. for use of (juotation tiiarks): 

(a) The Aemnd begins: "Arrna virumque cano. . . .** 

(b) He replied. **rhere will never be another holiday like this.** 
He asked. **\Vho is she?" 

W) 1 ihought to myself, There will never be another holiday 
like this. 

We may ask, How ean this be done? 

I here are iwo questions: What .should be done? and Who 
will do it? 

NO'I'K: When a quotation is introduced by that, neither colon 
nor capital should be lused, even thouj^h the first word begins 
a sentence in the orij^uial: 
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Capitalization 



Iho Seiv York I'imrs cdiiorial ctuls with the ironk statrnu'tii 
•that **cvery thing is titu* iti Smv.." 

2.1.4. Ill rcst)luiicMis, ihc first word iDllowinj* lt7/<*nw.v or Z^'- 
solved should l)c l apitali/cd: 

Whrn'us, h is ihc sense ul* this meeting. . . . 
Rt'solvrd, Wxdi all riii/ens under iweniyone. . . . 

2.2. titles and Headings 

2.2.1. In publiiation titles and section headinj^s set with initial 
capital letters, all words except articles, coordinate conjunctions, 
and prepositions of less than live letters should be capitalized, 
iniless desi,i»n n>nsiderations call Tor a different system: 

Admtnistration: Procedures and School Practices for the 
Academically I'alenled Student 
Demoiracy Ihrungh Kihuation 

KXCEFMON: The first and last words of a title or heading 
should always be capitalized, even though they would not be 
capitalized in another position: 

Ihc Votes Are In 

KXCKPTION: The first word of a subtitle following a colon 
should be capitalized: 

Curriculum i)eveiof)ment: A History 

EXCKFl'lON: .Ml words that are inseparable parts of verbs 
should be capitalized: 

They Woke Up the Citizens 

2.2.2. 1 he to preceding the verb of an infinitive should be capi- 
talized in a title or heading: 

How io Listen to Your Child 

2.2.;i. In hyphenated compounds, all elements except articles, 
coordinate conjunctions, and prepositions of less than five let- 
ters shiHild be capitalized in titles and headings: 

15 
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Capitalization 

Boy Sees Will o' the'Wisp 
Iligh-and-Mi«hiy Politician lakes Fumble 



2.2.4. Kqual elements in persi>nal titles should he capitalized 
when capitalization is appropriate (see 12.3.): 

Secretary of State Rogers 

2.3. References 

2.3.1. In a citation of any puhlished work, the title should be 
capitalized according to the rules given at 2.2., even though the 
resulting capitalization may not conform to the capitalization 
of the title in the original publication. 

NOTE: When the title of a commercial publication is printed 
entirely in capital letters in the original publication, only the 
initial letters should be capitalized in a reference: 

Fortune Time 
EXCEPTION: .VAVI NOW 

2.3.2. An imperative verb at the beginning of a reference in 
parentheses within a sentence should not be capitalized (see 
6.3.1. for italicization): 

In our earlier discussion (see p. 472)» we dealt. ... 

2.3*3. Lower case foreword, preface, introduction, contents, ap- 
pendix, glossary, bibliography, and index in passing references to 
a publication, but capitalize the same words when they are used 
in a publication to refer to another part of that same publica- 
tion: 

He spent a great deal of time writing a lengthy foreword. 
This subject is treated in greater detail in the Appendix. 

2*4. Proper Nouns and Adjectives. Generally, proper nouns and 
words used as proper nouns, such as (a) epithets used as substi- 
tutes for proper names, (b) common nouns used alone as well* 
known forms of prefer names, (c) personifications, and (d) noutis 
of address should be capitalized: 
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Capitalization 



la) lUAy Wilt 

the Fre tender 
(b) the Distrii i iDistriet of Columbia) 

the Clhannel (I'.ngli.sh Channel) 
(i ) The Chair rei oj;{ni/ed xhc ^jentlenian. . . . 
(d) A/r. Chairman. I.adu s. and (irntlrmcn: 

Dear Sir: 

NOTK: When two proper nouns that have the same Tinal ele- 
ment arc linked by a conjunction, the plurali/ed final element 
should he capitalized. 

llan ard and I'ulane I Universities 

Cardozo and Walter Johnson Hi>;h Schools 

2.4.1. Accepted .geographical names, includinji; popular appella- 
tions for re;4ions and localities, should he capitalized: 

the Midwest Corn Belt 

Malay Peninsula West Coast 

Levant Western Hemisphere 

Ktemal City Deep South 

NOl K; Place references that are merely descriptive should not 
be capitalized: 

Potomac watershed Maine coast 



2.4.2. I'he names of the points of the compass, and adjectives 
derived from them, should be capitalized (a) when they are part 
of a name established by usaj;e as a desij^nation t)f a specific 
region and (b) when they themselves are designations of specific 
regions or people from those regions: 

While in the Far Kast, and particularly while living with 
friends in Southeast Asia, he lost many of his Western 
mannerisms. 

The vote of the Midwest was not surprising, but that of 
the Deep South was. 

Charles was eurious about the Southerners who had just 
come north. 

NOTK: I'he names of the points of the compass should not be 
capitidized when they simply ind.'cate directiim: 

There were more jobs farther scuth, but she liked the 
weather in the northern section i f the state. 
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Capitalization 

2.4. .'i. Names ol political divisions should be eapitiUized when 
ihey follow a specific name and are used as proper names: 

rreiuh Rcpublii* Baltimore Citv 

Persian Kinpiri* Now York State 

Sixth ConxrcsMonal Distrii t Now York City 

NOTK: When the names of political divisions are used descrip- 
tively with (;/ preceding a specific name, they should not be cap- 
italized: 

empire ol the Persians slate of New York 

2.4.4. Names and fanciful epithets for historical epochs should 
be capitalized: 

Middle .X^es Kesturatiun 
Rt)aring Twenties Great Depre^siun 

NOTK: Centuries und decades should not be capitalized; 
twentieth lentury the forties 

2.4.5. All names for the Bible and other sacred hooks, and for 
divisions of the Bible and other sacred books, should be capi- 
talized and set in roman type without quotation marks: 

Holy Scriptures Vedas 

Kinj{ James Version Book of Job 

V'u!){ate Parable of the Sower 

Koran New Testament 



NO I K: .Adjectives derived from such nouns should not be capi- 
talized: 

scriptural vedie 
koranie biblical 

2.4. fi. The word church should be capitalized when it is a part 
of the name of (a) a religious denomination, (b) a religious or- 
jjanization of the whole world or of a particular country, even 
when it stands alone, and (c) a particular edifice: 

(a) the Protestant Kpiscopal Church 

(b) the Church of Rome 

Ilie struggle between the Church and the State was settled 
ipsty facto by Henry V'lll. 

(c) the First Baptist Church cm Main Street 
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NOI K: Kxccpt as in (b) above, tbc word church should be lower 
eased when it is not a part ol a proper name: 

llu re is .1 li.iptisl t hun h iti ihis town. 

The separation ut* churc h and siaic is an American tradition. 

2.4.7. Cnion and iirpuhlic (hut not nation) should be capitalized 
when referring to the L*nited States; Administration should be 
capitalized when relerring to the executive branch oi the U.S. 
jjoveriniient; Srnali\ lIousi\ Srnalor. Representative, Congress- 
man, and (.'onfiresszeoman should be capitalized when referring 
to the U.S. Congress and its members, even whcMi these words 
stand alone; Supreme Court and llif(h Court should be capi- 
talized; and all appellations of the president of the United States 
should be capitalized, as, for example. Chief Executive and 
Commander ift Chief. 

Ihe I niteii .Stales is a republic. 
Hut: 

*I"he politician claimed that the Republic was in jeopardy, 

NOI K: The words federal and state should not be capitalized 
except as part of a title: 

federal Constitution 

state department of education 

(but; Federal Communications Commission 

.New York State Kducation Department) 

2.4.8. 1 he names of national and international bodies should 
be capitalized: 

l-.iji^htieth Congress Security Council 

Cabinet World Bank 

2.4.9. I he distinguishing word in a reference to a political party 
should be capitaliz*:d, but these same words should not be capi- 
talized when used to describe a political philosophy: 

11* he is a member of the Communist party, he is a Communist. 
I he Democratic party won the House. 

Althou){h the .National party is the least republican of the par- 
ties that have won votes, it is opposed to communism. 

2.4.10. The names of national and international governmental 
documents should be capitalized: 
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National Labor Relations At t Clonstiiulion ot* the United Slates 
Kqual Riijhts Amendment Ohartcr ot the United Nations 

2.4.1 I. When ail abbreviated lorni of thr name of an organiza- 
tion, comrniitcc, or similar jiroup is used al ter the full name has 
once been spelled out, the sbortened form should be eonsidered 
a substitute for the lull name and should be eapitali/.ed: 

Alter the Department of Si hool Nurses was organized, the 
Department. . . . 

NOTK: In NKA publieations, the word Associatitni should be 
capitalized when used to refer to the National Kdueation Asso- 
ciation, even when it stands alone. 

NOril: Do not capitalize united tcachinff profession when re- 
ferring; to the National Education Association. This descriptive 
phrase is not an ;dternate official title and should not be used in 
that way. 

2.4,12. Formal names of groups of people and races should be 
capitalized: 

Chicanos First Americans 

Saxons Negroes 
Orientals Caucasians 

NOTK: Group designations based on physical characteristics 
should he lower cased: 

black white 
brown 

LXCKPTION: lilack, when synonymous with Afro-American, 
should be capitalized. 

EXCEFI ION: lilack and lilacks should be capitalized in a scries 
of capitalized racial names: 

(Ihinese, Japanese, and Black parents sent a delegation. 



2.4.13. The terms SEA Headquarters and SEA CVH/£*r~ when 
referrin)4 to the building at 1201 Sixteenth St., NAV., Washing- 
ton, D.C are considered proper names and should be capi- 
talized. If NKA is the implied antecedent. Headquarters and 
Center should be capitalized even when not preceded by NKA* 
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2.5 Nii^ccllaneous 

2.5.1. When spelled tnit, academic degrees should not be capi- 
talized (see 1.1.1. tor abbrevialitms): 

master of arts bachelor of laws 

2.5.2. The names of seasons of the year should not be capi- 
talized. 

2.5.3. The abbreviations AJ)., E.S/I\, and D.S.T. should 
be capitalized (see 3.2.2. for position and 3.3.3. for repetition 
of century). Do not capitalize a.m.. p.m.. or m. 
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3, DAIKS AM) lIMi: 

3.1. (iencral Rules (str 8,1.1. Tor UralmciU ol* decades) 

3. 1.1. The ordinal lorms nd. ni tit. ami .v/ should be omitted in 
dates expressed by n^ures. However, alter tbe month has been 
established, subsequent relercnees to dates in that month should 
l)e in written ordinal form: 

She will .irrivc here on M;iy 1:< and will leave lor Mcxiro on the 
twentieth . 

January 2 Oetober I 

3.1.2. No comma sh(;uld be used between the month and the* 
year in a date, unless tbe immber of ihe day is used: 

December 1972 Uecembcr 10. 1972 

3.1.3. In a date, the year should be set off by commas if e 
year follows the month and the day in text: 

Un Man h .1. 197!^. he will turn 65. 

3.2. A.D. and B.C. 

3/i.I. .\*I)* and B.C. should be set in capitals with periods and 
without space. 

3.2.2. .\.I). precedes the year; B.C. toUovx's the year (see 2.5.5. 
for capitalization and 3.3.;i. lor repetition of hundreds): 

A.I). 197:< 500 B.C. 

3.3. Spans of lime 

3.3.1. A dash should be used lo mark the omission of the word 
to when iiulicating a .span of time: 

N!ay jane I9:<r> 

January I, 1972 January 1, 1973 
NO l'K: .Sec I (i. 2.2. tor the typing oi' a dash. 
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NOI K: When the v/iu'd (torn is used ii) such an expression, the 
word to must be used instead of a dash: 

I'hv Hst .il yiMf rutiN from jutu* 1. 1071. td juiu* 1, lOTU. 

3.3.2. io iiidieatc a span of years, two figures should be used 
for the terminal years: 

MXirMi? 191 MH 

KXC!Kn i()N: When the first vear ends- in two zeroes, tlie en- 
tire figvu'e sh«)uld be written for the ternun;d year: 

19001973 

KX(-KP'ri()N: lour figures are sometimes used for the t .Trninal 
date eovers, title pages, and in other instances when design is 
a primary eoiisidi^ration. 

3.3.3. In citations of dates before Christ, tlie hundreds should 
always l)e repeated: 

»87-:rjr) B.C. .A. I). 170-7.5 

3.4. Clock lime 

3.4.1. Spell out times of day in narrative and in text when the 
exact minute is not emphasized. 

We eat at half-past seven. 
He tliere about four oVIock. 

NO'lK: The word (fMork is not used with abbreviations of 
meridian or with figures. 

■f'he baby was born at in'/^>2. 

His tatber ha<l to v;et up at the unj^odly hour of !^ a.m. 

NOI K: Figures should always be used with abbreviations of 
meridian. 

10 a.m. l>::H)p.m. 

1 2 m. (noon) 1 2 p.m. (midnight) 
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4. DIVISION OF WORDS 
4.L General Rules 

4*1.1. rhc most recent edition ot Webster \s Xcw Collegiate 
Dictionary (which is based on the 1961 unabridged Webster's 
s\ew Internatimal Dictionary) should be the authority on word 
division* Ihe \ew International should be consulted tor words 
not listed in the Collegiate, 

4.L2. A word may be divided only at the end of a syllable, as 
indicated in the dictionary: 

Mes-mcr-izf he*ge*mo*ny 

Theretorc. words pronounced as one syllable should not be 
divided: 

honed loafed picked trilled 

EXCEPriONS: Words of two syllables of which one is (a) a 
single vowel or (b) its equivalent should not be divided: 

(a) away (b) author 

unite either 

NOTE: Break hyphenated compound words at the hyphen and 
nonhyphenated compound words at the original natural break. 
When possible, divide words with prefixes after the prefix; 
divide words with suffixes before the suffix. 

intro-duce 
business-like 
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3. FOREIGN WORDS AND PHRASES (sec 9.1.3. for plurali- 
/ution) 

5.1. General Rule. Foreign words and phrases appearing in Eng- 
lish text should he italicized it* they arc likely to be unfamiliar 
to the reader. When in doubt do nt)t use italics. 

5.1.1. The following words have been incorporated into the 
English language and should not be italicized: 



a prion 
ail infinitum 
ad nauseum 
alma mater 
amicus curiae 
ante bellum 
apropoii 
atlai he 
buna tide 
carte blanche 
cliche 

communique 
con, contra 
debris 

denouement 
dilettante 
en route 
entree 

entrepreneur 
et cetera 
ex officio 
expose 
genre 



habeas corpus 
laissez faire 
mea culpa 
milieu 
mores 
naive 

par excellence 
per annum 
per capita 
per diem 
per se 
pro rata 
pro tem 
raison d*5tre 
regime 
resume 
status quo 
subpoena 
tete-a-tete 
versus 
vice versa 
visa-vis 



5.1.2. Roman type should be used for (a) foreign titles preced- 
ing proper names; (b) names of foreign streets, hotels, and the 
like; (c) names of foreign institutions; and (d) names of foreign 



couis: 



(a) Here Marquette 
Herr Dingel 
Don Juan 

(c) Reichstag 

Bibliotheque Nationale 
Academia F.s<panola 



(b) Champs Klysees 
Albergo Nazionale 
Louvre 

(d) lira 
franc 
ruble 
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5.2. References. I,atiii words, phrases, aiul abbreviations used in 
literary and lej;al references should usually be italici/ed: 

i'irid or ((i., *'abiml" 

Jl (Jloruith "he lived** 

ibid, {ibidvm), "the same** relVretuc 

ideuu **lhe same" person 

loc. cit, (Un a citato), "in the plai e cited*' 

of), lit. (operv citato), "in the work cited** 

passim, •'here and there** 

tXCKPTIONS: 

e,g, (cxi-mf/li jiratia), "tor example** 

etc. (<7 Ci'ti-ra), "and others** or "and si> t'orlh** 

i.e. (iU est), **that is** 

V. or vs. (vrrsus), "ajjainst** 

NO'l K: See 1I).5.1U. tor ci)!nina after and 

5.3. Scientific Xarni^s. I he scientific names of j^enera, subgenera, 
species, and subspecies should be italicized The names of groups 
above genera (phyla, classes, orders, etc.) should be in roman. 

the jjenera {lumus 
the family Leguminosac 
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6. ITALICS 

6.1. Differentiation. Words used with a special meaning should 
he ilalici/.cd the //>>7 time they are used; letters used as letters 
and words used as words should always be italicixed (see 6A and 
9.1.2. for pluralization): 

The wrath of God was discovered lo him. in the Miltonian sense. 
It was discovered as the nemesis. . . . 

It is hoped that a *s and b *s will be used as little as possible in this 
nontechnical manuscript. 

It is often interesting to study a child's use of the word because 
in his compositions. 

6.1?. Emphasis. Italics may be used to emphasize particular words 
or phrases: 

The basis of his life was hoping, not planning, 

CAUTION: If such use of italics is overdone, the desired effect 
will be lost. 

6.3. Directives (see also 5.2. for use of Latin words) 

6.3.1. The wordt; see and see also should be italicized in indexes, 
but they should not be italicized in text matter, whether enclos- 
':d in parentheses or not, or in footnotes (see 2.3.3. for capitali- 
zation). 

6.3.2. The following phrases should be italicized: 

Continued 
Continued from 
To be concluded 
To be continued 

0.4. Plurals. The plural ending of italicized words should be in 
roman type. 

l*he newsland had two Tribunes left. 
6.5. Salutations and Signatures 

6.5.1. The salutation of an address should be italicized: 
Madam President, Ladies, and Gentlemen: 
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6.5.2. Italics should be used for a title used after a name in a for- 
mal signature, i.e., at the end of a foreword (see 12.3* for capi- 
talization). 

6.5.3. In a list of names, when identifying titles from mt)re than 
one context are given, differentiate the more pertinent title by 
setting it in italics: 

Francis Eliot, president, NCAL, chairman; Mark ThoK;**^, 
principal, Jefferson School, secretary, . . . 

6.6. Titles 

6.6.1. The titles of publications should usually be italicized (sec 
10.9.2. for exceptions that should be enclosed between quota- 
tion marks): 

books and booklets* works of art 

newspapers* ♦ long poems 

periodicals cycles of poems 

jo urnals symphonies, operas* and other 

pamphlets long musical compositions 

long essays plays 

proceedings tests and abbreviations of tests 
collections (when published) 

The following also should be italicized (see 10.9.2. for use of 
quotation marks): 

radio and television series ships 

motion pictures botanical and zoological names 

filmstrips 

NOTE: the v/ord$ Journal, Review, Magazine, and Yearbook 
should be italicized even when they stand alone if they arc used 
as shortened forms of the names of publications being referred 
to. 

♦EXCEPTION: All names for the Bible and other sacred books* 
and the divisions of the Bible and other sacred books, should be 
set in roman type without quotation marks (see 2.4.5. for capi- 
talization): 

Bible Book of Job 

lalmud Mishnah 
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**NOTE: For consistency in newspaper titles, the initial article 
should be set in lower-case roman type and the name of the city 
of origin should be capitalized and set in italics: 

the Sew York Times the London Times 

the Baltimore Sun 

NOTE: See 14.39. for treatment of series titles. 

6.6.2. Following a possessive or another article, an article at the 
beginning of a title should be dropped. If a title is very familiar 
or has already been mentioned, it may be shortened: 

Dickens* Tale of Two Cities 

In his Tale of Two Cities, Dickens. . . . 

rhe National Education Association's Addresses and Proceedings 
is usually published in October, llic Proceedings 

6.7. Variations Based on Type Face. In italic text, roman type 
should be used for words that would be italicized in roman text. 
When text is set in capitals and/or small capitals, words that 
would normally be italicized should be set in roman upper and 
lower case type with quotation marks. Also, when italic type is 
not available, boldface type may be used instead. 
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7. LISTS AND ENUMERATIONS (sec also 2. 1.2. for capitaliza- 
tion and 6.5.2. tor treatment of titles in lists of names) 

7.1. Styles for Setting Lists and Enumerations 

7.1.1. Space, design, and/or emphasis usually determine the 
choice of run-on style or block style. Generally, run-on (or para- 
graph) style is preferred for short sequences, especially when 
the items are not in sentence form. 

7.1.2 Lower-case roman letters or arabic numbers in parentheses 
should be used to distinguish items in run-on styles; arabic num- 
bers with periods should be used in block style-and the items 
may be either flush left or indented: 

His reasons for taking a vacation were three; (a) fine weather, 
(b) his longing for the sea, and (c) the failure of his business. 
He look a vacation because of (a) fine weather, (b) his long- 
ing for the sea, and (c) the failure of his business. 
His reasons for taking a vacation were three: (a) The weatlier 
was fine, (b) He longed for the sea. (c) His business had failed. 
He took a vacation, because (a) the weather was fine, (b) he 
longed for the sea, and (c) his business had failed. 
His reasons for taking a vacation were three: 

1 . Fine weather 

2. His longing for the sea 

3. The failure of his business. 

His reasons for taking a vacation were three: 

1. The weather was fine. 

2. He longed for the sea. 

3. His business had failed. 

NO I K: In display material, when considerations of design are 
parmount, it is permissible to omit the figures in lists set in 
block style if the different items are distinguished from one 
another in some other way, such as by spacing, large dots (bul- 
lets), or indention. 

7.2. Punctuation. Normal rules of punctuation should be follow- 
ed in lists and enumerations (see 10.4.2. for use of colon and 
10.6.2. for use of dash). 

KXCKFMON: In a block listing of phrases that do not make 
complete sentences, there should be no punctuation after any 
item except the last, which should be followed by a period (sec 
7.1.2., fifth example). 
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• 

NOTE: When the introduciory part of a list is set on a separate 
line and is t'ollowcd by a series of elements each of which, with 
the introductory pari, makes a complete sentence, each element 
of the series should be followed by a period. The introductory 
part should he followed by an em dash {-) to indicate that the 
introductory part is implied before each of the following ele- 
ments: 

It was recommended that 

1. All members join the NEA. 

2. All members participate actively in national affairs. 
Every teacher should - 

1. Make full use of his own individual talents. 

2. Encourage the development of individual capabilities in his 
pupils. 

NOTE: In any list, whether in paragraph or block style, iiil items 
should be in parallel structure. 

7.3. Alphabetization 

7.3.1. Alphabetical order should be determined by the first word 
of the item, letter by letter; when two items begin with the 
same word* the second word- not considering articles and prep- 
positions-should determine the order: 

Transfer paradigm 
Transfer of training 
Transference 

7.3.2. In lists consisting entirely of abbreviations each item 
should be alphabetized according to 7.3J. (see example (b), 
7.3.30- When abbreviations are interspersed with fully spelled 
entries, the abbreviation should take the position it would if it 
were spelled out, especially A/c. which, if spelled out, would 
read Mac: 

McAdums St. Louis 

MacDonald Sainte Beuve 

Machinery Salt Lake City 

McSweeney Sault Ste. Marie 

Manpower 
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7.3. 3. In alphabetical lislinj^s oi* the states o\ the United States, 
the District ui* Columbia should be included in the alphabetiza- 
tion, rather than placed at the end of the list or separated in 
some other way: 

(a) Counccliiul (b) CT Conn. 

Delaware DC D.C. 

Distric t of Columbia DE Del. 

Florida FL Fla. 

7.3.4. In French and Spanish, an article or a compound of an 
article and a preposition precedes the name and controls th*: 
alphabetization, whereas a preposition follows; in German also, 
a preposition follows: 

Del Castillo. Michel 
I)u Moneel. (Jharles 
iiindenburg, Paul von 
La Fontaine. Jean de 
Scvij^e. Marie de 

NOTE: In compound names of Americans and Englishmen, 
prept)sitions precede the names and control the alphabetization: 

De Quini ey 
Van Buren 
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8. NUMBERS AND FIGURES 
8. 1 . General Rules 

8.1.1. Cardinal numbers (one, five, 17, 50, etc.) under 10 usually 
should be spelled out; figures usually should be used tor 10 and 
all larger numbers. All ordinal numbers (first, fifth, seventeenth, 
fiftieth, etc.) should be spelled out. 

EXCEFriON: Numbers ending with six or more zeros should be 
written (a) as a combination of figures and words in nonstat- 
istical material but (b) entirely in figures in statistical material, 
even when not in tabular form: 

(a) 25 million (b) 25.000.000 

1.5 million 1.500.000 
$2 million $2,000,000 

EXCEFI ION: All numbers at the beginnings of sentences should 
be spelled out, but an effort should be made to avoid spelling 
out a number that would otherwise be a figure: 

Fifty miles away, the land became desert. 
Belter; The land became desert 50 miles away. 

EXCEPTION: All indefinite expressions of number, including 
round numbers, should be spelled out: 

in the early seventies 

(but: in the i870's) 

a thousand and one reasons 

He wrote a thesis of about three thousand words. 

EXCKITION: Numbers used with abbreviations should not be 
spelled out: 

5 min. Chap. iV 

8.1.2. Commas should 'oe used in numbers ' f four or more fig- 
ures, except tor dates and page numbers. 



105.290 • 

8.1.3. Kven hundreds from 1,100 through 9/JOO, when spelled 
out, should be treated as hundreds rather than as thousands (ex- 
cept for even thousands): for example, 1.500 should vcdd fifteen 
hundred, not one thousand five hundred. 



200 
4,090 
IOIaQQO 



The enrollment totaled 4,925. 
You will find it on p. 1076. 
She wiis born in 1936. 



\umhcrs and Fif^unw 

8. 1 ,4. Numbers larger than KOOO, when not even huiulrcds, 
should be in the following form when spelled out: 

1.020 one thousand and iwcniy 
l,iSr)0 one ihous.iiulciKhl hiuulml .uul lilly 
I5l.\!i0r) oiu' hundred and fifly-lwt) thousand three hundred 
and five 

8.2. References and Other Numbers in vSeries. Ninnerals should 
be used lor serial numbers that follow their nouns (see 1.4. for 
abbreviations): 

Bulletin 848 Plate LX 

Room 46 Figure 4 

grade 6 pp. 4-Ul 

NO'I'K: Kxeept for lines, pages, tables, and volumes, which are 
almost always designated by arabic numbers, the use of either 
arabie or roman numbers to designate parts of publications 
should be determined pnmarily on the basis of design. 

NOTE: In writing numbers that terminate a sequence, unneces- 
sary repetition should be avoided, but single-figure numbers or 
an initial cipher should not be used: . 



KXCEFTION: Ihe eentury may be repeated in epitaph and 
obituary style: 

Mary Owens (1917-1962) was known for her siicnlifit 



8.3, Units of Measurement and Quantity. Figures should be 
used for units of measurement and quantity in scientific, techni- 
cal, or mathematical text. In ordinary text figures should be 
treated according to the rule given at 8.1.1. (see 3. for dates): 

M**asurrfncfit 
7 meters 85^ (degrees) 

9 bushels p//* by 2* by 3'* 



170-71 

85-8G (not 85-6) 
1094-96 



1099-1101 

\\i)r}'\\06(not 1105-06) 
200-i;0l (not 200-01) 



research. 



Ma the ma tical cx press to n s 
multiply by 9 

Proportions and ratios 
4:5 (in statistit al matter) 



or IVi** X 2" X 
Pcrccnta^^cs 
7.8 percent 



4 to 5 (in other matter) 
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Monty 

Si;* 

7^ or S.n? 



S4.2r> 

$7 million 



^\()^K: Kxccpt in tabular matter or in connection with other 
IVaetional sums. S2 {fuU Sli.OO) should he used: 

I he arlii lc tosl $6. 

rhc dViWW cost SO. 01) but sold for $6.23. 
8.4. Decimals and Fractions 

8.4.1. Decimals should he used in preferrnee to fractions tor the 
sake of appearance and economy. With />rrn7i/, decimals rather 
than fractions should he used: 

().') ptTifnl imtl (iVj pc recti I) 

NO I K: I he pt-rceni sign should he used only in tables and 
charts. 

.NOl K: When amouius of less than one are expressed in deci- 
mals, the decimal point should be preceded by a zero: 

NOTK: The foUowin.i; usages are b(»lh correct: 

Otu- half ot* I ptTc i-nl 
O.T) pcrci'nl 

8.4.2. Fractions having denominators of 9 i)r lcss sh^:uld be 
spelled out and hyphenated; those having denomiiMt-Ms of 10 
or more should be set in figures: 

(Hu- lult 7/11) 
t'onr tiinlhs *V4 1 

.VO'i K: With fractions set as figines* tfi or o;' u should nt>l bv 
used; if the fraction seems t<> recpiire of a, it >ihould he speltc i 
<mt: 

l/lOO [nnt l/|()()lh) 

iiinf-lfnlhs cit* the pit- inol 9/10 ot* the pic) 
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9. PLURALS 

9.1. Formation of Plurals 

9. LI. When a compound iu)un is made up of two nouns of 
which one is primary and the other is subordinate or descrip- 
tive, the primary element should be plurali/cd, whether it is the 
first or final pari of the compound: 

aides-de-camp postmasters general 

attorneys at law assistant attorneys general 

attorneys general quartermaster generals 

courts-martial general counsels 

grants-in-aid sisters-in-law 
notaries public 

NOTK: When a compound noun is formed of two nouns of 

equal value, both dements should be pluralized: 

coats of arms menservants 

NOTK: When a compound has been in use so long that it is no 
longer thought of as a compound, it is pluralized as if it were 
a simple noun, i.e., the final element is pluralized: 

spoonfuls forget-me-nots 
pick-me-ups hand-me-downs 

9.L2. Letters, figures, symbols, and words used as words should 
be pluralized by adding an apostrophe and an s\ plurals of cer- 
tain abbreviations should be formed by doubling the initial con- 
sonant: 

as ifs 
in's II. (lines) 

IQ's pp. (pages) 

(but: do\K and (Ion *ts) 

9.L:L In general, when there is a choice, (a) English plurals 
shouhl be used in popular writing, and (b) Latin plurals should 
be used in scuMitific writing: 

(a) He olTered several formulas lor happiness. 

(b) Though disnissc'd in the context of number theory, the 
mathematical tormulae given in Section 8 have practical 
application. 

(a) There are many indexes of popularity. 



(b) Persons having cephalic indices of less than 80 are classi- 
fied dolichocephalic. 
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NOTE: The preference of English to Latin or Greek plurals is 
based primarily on usage. Though certain Latin and Greek plu- 
rals are almost invariably preferred- data, bases, theses, crises, 
phenomena, symposia - it is generally advisable to use the Eng- 
lish plural when in doubt. Curriculums should be used in edu- 
catitm publications. 

9.2 Agreement of Number 

9.2.1. '1 hough a subject composed of two singular nouns joined 
by and normally takes a plural verb, a singular verb may be-and 
often should be -used if the thought is definitely singular, and if 
the two singular nouns refer to different aspects of the same 
person or thing: 

'ITie sum and substance of the report is simple: more training 
is needed. 

The tjwner and manager of the restaurant is always there after 
six. 

iTie invention and development of plastics has revolutionized 
our era. 

9.2.2. Singular nouns connected by or. nor, either . . . or, or 
neither . . . nor should be followed by a singular verb. 

Neither the teacher nor the principal has been able to influence 
this pupil. 

NOTE: If subjects (nouns or pronouns) of different number or 
different person or both are joined by one of these conjunctions, 
the subject nearer the verb determines the number and person 
of the verb-though such constructions should be avoided: 

lather ihey or he is correct. 

Kither he or they arc correct. 

Better: Either he is correct, or they are. 

9.2.3. When a collective noun is intended to convey the idea 
of the group as a whole, it should be followed by a singular 
verb; when it is used to designate the individuals composing the 
group, a plural verb should be used: . 

The committee are in disagreement about the budget. 
The jur>- is unified in opinion. 
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NOTE: When majority is used to mean most o}\ it should be 
treated as a plural. Similarly, number is plural when the idea of 
multiplicity is stressed, singular when the idea of unity is 
stressed. 

I'hf majority of the voters are enthusiastic. 
A majority was not present. 

\ number are going to campaign for the candidate. 
Ilie number of traffic accidents has increased. 

9.2.4. A clause or other group of words scr\'ing a^ a singular 
subjfxt should be followed by a singular verb: 

When to speak and when to keep silent is a problem never solved 
by some and never considered by others. 

9.2.5. The names of sciences and arts ending in ics (a) should 
be ct)nstrued as singular when used in a theoretical sense and 
(b) should be construed as plural when used in a practical sense: 

(a) Tactics is still an important branch of military training. 

(b) His .Machiavellian tactics were effective. 

(a) Politics is a subject to be avoided in social conversation. 

(b) The politics of negotiating the rent control bill were 
quite complex. 

(Jlher examples of such words: 

acoustics linguistics 
dynamics phonics 
economics statistics 
ethics 

9.2.(i. When a subject and a predicate nominative are of differ- 
ent number, the verb should agree with the subject: 

I he iJorians were a northern people. 
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10. PUNCI L A I ION 

Puiu lualion should \\c\v\ iiilrutlf on the reader or in any other 
way in rIVre with ( oiuprehension. Punctuatiivu l«)o elosely may 
distract her or him; pimctuatin^ insuinciently may leave her or 
him confused. L'sinn punctuation marks stronijier than necessary 
will hiterrupt or contuse the reader. 

When two dirCerent ways of punctuatini* are ecjually correct out 
of context, the editor should he scrupulous in ohserving the 
writer*s punctuation, in order not to cause an inadvertent chanjje 
in suhstance or emphasis. For example, contrast the foUowinj;: 

The man who arrived early had a ihoire of seats. 
and 

The man. who arrived early, had a thoite ol' seats. (See 10.5.4.) 

10.1. .\ccents and Other Diacritical Marks. In foreij^n lanuiua^es, 
accents and other diacritical marks are essential parts ol the 
words and must he primed. Kven when foreign words have l)een 
incorporated into the Kn|t»lish lanji;uajte, their diacritical marks 
are often retained. Cotisuit the dictionary to determine in which 
cases the diacritical marks have heen dropped and in which cases 
they have heen retained: 

10.2. .\postrophe lo Form the Possessive Case 

10.2.1. Tse of the Possessive Form (see (i.(i.2. for use with titles) 

10.2. 1. u. Some or^ani/.ations whose names imply the idea of 
possession use the apostrophe; others do not. The name of any 
firm or association should he spelled exactly as it appears on the 
letterhead or puhlications of the firm or association: 

Maryland State IVachers* Association 

California I'earhers Association 

Inlenulional Ladies* G irment Workers* I'nion 

St. hii/abeths Hospital 

Prince Georges County S( hool System 

10.2.1.1). Ihe possessive form should he used hefore jjerunds 
I verb forms endini; in iuii that are used as noun:;| : 

1 am happy lo learn ot your friend's winning the race. 
I dislike that man*s being criticized. 
ict: I dislike that man being crilici/.ed.) 
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lO/i. l.c\ I'ho possessive case is usrd in siuh junuMal terms as 
the lollowini;; 

iwi, vvtfkN* v.ualiiin tiM pity s sake 

a dc)!lar\ worth 

NOI K: When the alterhate forin livo ucck vtwalion is used, 
the possessive shouUl not l)e used. 

10*2.2. Formutiun of the Possessive Case 

lO/2/2.a» The possessive ease sini*ulur nouns should he lormcd 
l)y addini» an apostrophe and an s. 

pro!Vss4)r'.s mass s 

Smith's jazz's 

KX(iKP I ION: I he possessive case ol polysyllabie siuj^uhir nouns 
eiidinj; in v or t)ther sihihmt sounds should he formed by addinj; 
an apostrophe only. 

i^ovfrticss* Sophoc les* Lichowit// 

NOIK: rhis ruU' does not apply to nc»uns endiujn in silent 
sibilants or to Spanish names endin^ in which is pronounced 
(III 

Descartes 's Arkansas's (Jomc/ s 

1 0.2.2. b. The possessive ease fflunil noims endinj^; in .v should 
l)e lonned l)y .iddinj*; an apc;strophe c)nly; the possessive ol* plu- 
ral nouns not ending* in s should be lormed by adding an 
apostrophe and an .\: 

professors' wc»tiK»ti*s 

>;ir!s' for appearam cs' sake 

10.2/2.e. I he possessive of compound nouns, of phrasal nouns, 
and of two or more nouns in apposition should be formed by 
ad(lini» the appropriate apostrophe or apostrophe and s to the 
last word (in modern American usaj;e this rule has come to 
apply to sonirofh' <7.\c and similar expressions): 

falhrr iti law's wishis anyone elsf's 

atl«)rtH*y «ctuTa!*s rrsponsihilily sjimccjue fisc's 
at Jones the shot tnakt r's shop 
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l(),2.2.d. Commini ptisscssioii should he iiuhcaicd hy putting in- 
to the possessive (Mse only the tinal name of the pair or j^roup; 
intlividual possessi^in should he indieaied hy pulling the nanie 
ol* eaeh inclividual into the possessive ease: 

mN aunt aiul um Ic's house 

Phillips. RfdnH)iul. ami .It)hnson's fxpiTinu'iit 

Cit'tir^f's and Willianrs yrlrs 

10, :i Brackets 

U).:i.I.a. Hraekeis should he used to set oft' eorrect ions, supplied 
omissions, and editorial interpolations in (juoted matter: 

"Durinj? this tlst\il yiMr. whirh will end Au^ist l*^ | . 
ihr A.sstH i.itit>ii will. ..." 

'Mhi' .u livilies t)f the Nalii)nal Art |Kducatii)n| .AssiKialion. . . 

I hf List yiMr o\ Qut-en Mi/abcth's rci^n | KiOli] was the end i)f 
an rra." 

|(),:i.Ll). Braekeis shoidd he used around sic ('1n this manner," 
*Mhus*M to indieaie that misspellinu or error in the original is 
heing reprodiieed literally; 

Ihe mayor saiil, "He anil his rohoots \sic\ d<)n*t have a ehanec.** 

NO I K: 1 lalies shot*.ld always he used tor sic. 

10.:i.2. Hraekets should he used when parentheses are needed 
within parentheses: 

(sec ji)ni's» John. !lour\ and Days. PJTiG. iKditedhy Henry M. 
Matthews. I ) * 

10.4. Colon 

10.4.1. I'he eolou should he used hetween two independent 
clauses wiu'ti the second either (a) restates or (h) aniplities the 
lirst (se*' LM.l. tor eapiiali/ation): 

(u) l-.xhaustion had taken its toll; hr was too tired to move, 
(b) WFCJC's u*am t ompletcly outplayed the fatuity's; it had 
more nins» nu)ri' hits» and nt> errors. 
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10.4.2. A cdIom should be used (a) betwccMi an iniroductor)* 
daust and a scries of illustrations and (l>) between a series and a 
summari/ini; clause that loUovvs (sec 7.1.2. and 7.2. lor use in 
lists and i0.r).2. Tor use ui' dash); 

(a) Submission of dean copy has scv. .al very definilc advan- 
ta^a*s: it tai ilitatcs accurate copy fitting, it simplifies edi- 
ting, and it minimi/es typographical errors. 

(b) Intelligenie, education, hard work, and good luck: all these 
are essential to success. 

NOTK: A colon shc>uld not be used following a verb or a prep- 
osition* To avoid this construction, (a) omit the colon, (b) insert 
a jiathcring word to which the items following are in apposition, 
or (c) insert the phrase as follows: 

(a) The members she nominated are Jones, Joyct\ and Rogers. 

(b) She nominated three members: Jones, Joyce, and Rogers. 

(c ) t he members she nominated are as follows: Jones, Joyce, 
and Rogers. 

intit: the members she nominated are: Jones, Joyce, and 
Rogers. 

f\^>t: The subjects came from: Kckerd College, Wheaton 
College, and the I'niversity of Pennsylvania.) 

10.4.3. .\ colon should be used before (a) direct statements, 
(b) direct questions, and (c) direct quotations that dxc formally 
introduced: 

(a) rhis is my thesis: Bureaucratic incompetence lowers 
taxpayers' ccmfidence in government. 

(b) The question may be raised: Does inconsistency of 
style distrac t the reader? 

(c) I quote from Section U of the Charter of the National 
Kducation .•\ssociatii)n: **rhat the purpose and objects 
of the saiii corporation shall be to elevate the charac- 
ter and advance the interests of the profession of teach' 
ing. . 

NOTK: When a direct quotation is informally introduced or 
Worked into the sense of a sentence, a colon is not used: 

The teacher said. " Tomorrow we will talk about the Indians.** 
We must always keep in mind that, according to our Charter, 
one of our purposes is **to elevate the character and advance 
the interests of the profession of teaching. . . ** 
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10.4-4. colon should i^ciinally be used before namely, for 
r\am/)l(\ that viz.. (\}(., i.e., and similar expressions when 
ihey are loUovved l)y a et)nii)lele independent elause: 

Ik' Jkis a immbcr of I'ar IVlc hcnl ideas: for i^xample, he 
wants to l)tni(l a nu'ilu'val lasili- in llic Saliara. 

KXCIKFUON: When sueli an expression is not followed by an 
independent clause, it should he preceded and followed by a 
comma: 

Uv hail two di'finiti' aspirations, namely, to >5row taller than 
Itcim* and to beat him at tennis. 

KXCKFI ION: If such expressions as namrly and Jor rxamlflr are 
followed l)y more than one complete sentence, they should be 
precedeil l>y a period and followed by a colon: 

lie made a inimber of proposals. For example: IVaehers should 
have luuhe. salaries. Classes should be smaller, .\dministrators 
should have* adct|uale clerical staffs. 

10.4.5, .\ colon siiould l)e used after a sahitation {see 2.4. for 
forms of salutation): 

Dear Keader: 

Mr. Prrsnirfit. i.adirs, and iirnth mcn: 

IOJ.(i. A colon should l)e used between the titles and subtitles 
of bt)oks (see 2.2.1 . for capitalization of subtitles and l:i.39. for 
their inclusion in footnotes aiul l)il)ru)<;raphies): 

Currii ulum Drcrltipmcul: A llistmy 

10.4.7. In l)rief informational maieriid, a colon should be used 
betwt'cn the introductory word or phrase and foUowinj; apposi- 
tio?)al nuuter: 

tnstruc tions: lear on dotted line. 

10.5. Comma (see also S.1.2. and 3.1.:i. for use in dates, 8.1.2. 
for use in numl)ers, for use with direct quotations, 1(K4.4. 

for use with namely, and lO.^.fi.a. for use within quotations). 

10.5,1. Coordinate clauses joined l)y a conjunction should be 
separated l)y a comma unless the clauses are very short: 
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She Icfl and iht* thild i ricd. 

On such a disagreeable and gh)()niy day no one was surprised 
thai tempers were short, and the tretjuent outbursts from the 
peeved proofreader were accepted without comment. 

John lost and Philip won. 

KXCKP'I'ION: If the t oordiiuilc i lauscs arc very lonj; and com- 
plicated ami themselves contain commas, they should he sep- 
arated hy a semicolon: 

/Mice, who h)ved frantic activity and was widely known among 
her friends as a camera bu^. spent her entire vacation in Paris 
sii^ht-seeing, \isiiing museums, and snappini^ pictures of every- 
thing; about her; but Ralph, who preferred to take things easy 
and soak up the atmosphere, was most often seen strolling along 
the banks of the Seine and sitting in sidewalk cafes. 

Less complicated clauses also may he separated hy a semicolon 
or a dash if a more i)ri>nuiiiK ed hreak is desired for reasons of 
style or lo^ic (see 10.(). I. for use of dash): 

Many are anxious to join up: but few are qualified. 
Many are anxious to join up but few are qualified. 

10.5.2. Intenlcpendent antithetical clauses should he separated 
hy a comma: 

rhe older he grows, the more childish his poHtical concepts 
become. 

Not words, but deeds, are called for now. 

NO I K: Correlative phrases are normally essential parts of a 
sentence and are thereh)re not set off hy commas: 

Neither the h)cal police nor the FBI has been able to catch 
lip with the robber. 

She was sensitive not only to the culture of the people but 
also to their style. 

In c rrtain cases, however, correlative phrases l an he conslru';d 
as luiessential to the meaniny of the sentence and set off [)y 
commas; 

rhe play was a success, not only in the opinion of the 
audience but also in the opinion of the critics. 

10.5.3, A comma should be used after (a) introductory adverbial 
arid adjectival clauses, ([>) lon.i» introdiu tory advcrbiul or ad- 
jei lival pluase.n (i ) introduct«)ry adverbs modifying the eiitire 
clause following, and around (d) adjectival «)r participial phrases 
between a subject and a verb: 
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(a) Wlu'U Jcihti liad fiinslKtl his liotncwork. hi- wctil ciui to play. 

Whoever he may be. he will be welcome. 
[[}) Karly in tlie mortiitii; of the la.st ilay ot* tlie month slie started 

out. 

Kno\vinv;.Iatne.s would eome early, jolin was reavly. 
(c) I ntortunately. jolui will lu'ver graduate. 
UD RoluTt. knuwiti« his own tendeney to tardiness, deliberately 

left early. 

NO I K: When sin h clauses, phrases, or words arc preceded hy a 
nuijuiu tioii, they should not be separated froni the eonjune- 
lion by a coninia: 

Mary had beeti lookitij; forward to lier first visit to tlie theater, 
atid when the lights wetit down, it seemed a magic moment. 

10 5.4. Adverbial clauses I'oUowin^ a main clause should be 
separated from it by a c()ninia only ivlicn (Iwy arr clearly non- 
rcstricliv''. Nonrestrictive adverbial clauses add e\planali(m or 
concessions and are typically introduced by such conjunctions 
as fMrausr, .v///< r, and Ihon^h. Nonrestrictive adjectival clauses 
do not restrict or limit the nicaninj; of the luums they niodity, 
biu rather supply information not essential to the sense of the 
sentence. Restrictive clauses, whether adverbial or adjectival, 
caiUKJt be o!uitted without chan^in^ the meaning of the sen- 
tence. 

iVac e will ( ome if meti are ready for it. (restrictive) 

Teaie will cotne. because men are ready for it, (ncmrestrictive) 

Hie man who arrived early had a choice of seats, (restrictive) 

Hu ttiatK who arrived early, had a choi( e of seats, (nonrestrictive) 

10,:'), 5. Kleinents not essential to the thought of the sentence 
shoidd be set otf by commas. 

10. 5.5. a. Pareiuhetical i lauses and phrases should be set oft' by 
commas (see I0.(i,l. for use of dash): 

John, sue c essfiil though he was. was never happy. 

lie w,is as tall as, though much younger than. Itis brother. 

NO I K: Dashes may be used instead of commas to emphasi/.e a 
break in thought or to clarify a construction; parentheses may 
be used t<j dc-en)phasi/e the importance of the parenthetical 
matter: 

John bless his soul was a good tnan. 

Ifiese terms cotnmunism, soc ialism, fascism will l>e di.scussed 
in to<lay 's lecttire. 

Ilie intense heat (90^) affected his work. - . 



Piim iuuhon 

lO*;')*")*!). Apposiiivc* words aiul pluasi's shijuld he sc\ oH l)v 
cotninas: 

llu- RuiiMiis. ihoir < DtujiKMors, allowed tlu iti sonic aiilotioniv. 
Ihc (inTks» or llt'llrncs^ iloniinalrtl ilu- .\oi;cait. 
In [yc {)T \U}{ lo [}{\ that is llu* qiu-.sluui. 

K\C!Kl*ri()N: Ri'Ntritlivc apposilivrs should not be set oil by 
(onunas: 

llis witV, Mar\» . . . has oiiK wilV| 

Ausiitr.s tunci Munsfii'ld Park. » » jshc wroio niort- than ouv 
novel] 

I0.5.5,c. Coiijunclivv' adverbs sboidd be set off bv conunas (see 
list al lO.lO.i): 

riuTcforc the cats were quite pleased with their new quarters. 

KXCKFMON: Conjuiu tive adverbs that are loojc ally elosely eon- 
net ted with their verbs should not be set otTby eommas: 

rhfretorr wc deiidod lo >;(> dui uy iMtuh. 

NOI K: Conjuiu tive adverbs should be distin.^uished Iroin the same 
words used as simple adverbs: 

liowcviT iniellij^otii h<* i.s. he still has mm ji lo loartK 

10,5.5.d. Nouns address should be set ot T by lonimas: 
StafiVrs. I have been pleased with your work* 

I().5.3.c. Inierjectioiis shoidd be sel off by eommas: 
"Wow. a real Christmas tree" is what Kale said. 

l().5.(). Klements in a Series 

l().5.(Ka. All elements in a series ol' three or more clauses^ phrases, 
or words should be separated by eoninuis: 

johti played first base. Boh played shortstop* and little Billy was 
the water hoy. 

You can reach me by telephone* hetore nine o'clock, between one 
and two* and after six. 

Classroom teachers, principals and superintendents rarely agree. 
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NO l K: UluMi .i(ljc( tiM s i)rr( c'dini* a noun do not i\u h modity 
thr niMUi srpaiciU'ly. i.e.. when the nci ond adjec tive and ihcnDun 
((.iistitule a single idea nKKlilied l)y the tirsi adjeelive or when ihc 
sriond adjei live is nio(Hlied l>\ the lirsl adjeeiive. these two adjce- 
livi N (l» n.»i ( ^Misiitute a si-ues and theirlore do not re<juirC a eonv 
ma: 

luT trii'udlv l)lai k do^ 

his solid i;«»UI watv h 

{hut: his k^lisicnui';* \v.iv\- h.iir) , 

hXCl.lM ION: When the elements in a snies themselves eontain 
(oininas. the\ should he stparated by senueolons (see also 10.10.2. 
It)!' this use ol the send* olon): 

On his w.iv til work hi* wIuniU'iI happily. tlu)uv;h he knew not 
whv ; whrn his d.iy's work was diitii* atui hr was walkinv; honu*. 
he huiniiicd: atuI hi- s.iti\; whili* he pmtrred in his shop. 

ll).:).»i.l>. I'airs »)! ( laiises. |)hrasc's. and words not joined hy and (>f\ 
nr mn- sht»uld he si paraied honi eai h other and troni the rest of 
the scnleni e hy i cnnnKis: 

Wh.il he had hopi-d for. wh.il he had a( hievetK were i><)lh 
ktjowii l)v his irictids. 

( m)uk U) w«)1 k. » oinitiv; luJtne trt»tn work* he whislleil 
h.ippiU . 

SiU iuU . slcalthily. ihi- < onim.iiidi erepl towiird the tree. 

10.;). 7. A comma shouUl he used to indicate the omission ot a 
word or wovds: 

M.-lind.i Ail.ims was :i7: her husliatuL 'Mu 

l().r).S. Ihe comma should he used when neeessary tor clarity (a) 
uhen ui»rds are i^ut ol noimal order, (b) when two identical or 
llo^ci\ similar words appeal in secpiencc. (( ) when two unrelated 
tmmhers appear in sc<incni e. .ind (d) when two adjacent words 
mi'^iit mistakenl\ l>e read loiiether: 

{A) With anvotie. johti woiiUl sh.ire what he had. 

Wh.Uever will he. will be. 
u ) (ill June 'J'.K TiSli delegates arrived at the hall, 
(d) lo |<{>herl. Johnson was an eni^tna. 

|().r).^». .\ (onnna sh^udd cdways follow /.r. and ('..i^. (see 5.2.). 
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10. (i. Dash (scf tnr n.sc in ^\)aus of liiuc) 

lOJi.l. Ihc li.iNh .should he ii.scd lo mark an iiilcrriiplioii of ihc 
lhc»U!L;hl oi rousii III lioii ol .i miuciut occ 10.5.1. for I'oinpariscMi 
uilh siniil.ir wsv ot miuDi.i .iiul 1 ().*>. r»..i. lor um- wiih p.irriitlu'lii'al 

If ihc jcihn.MMiN (omr IUmvch forhiil! rrnu'tubrr lo ri' 
.irr.tiiiic the sciiitu . 

l.rl us rrsoivi.' \\m problrni by inakiiii^ .i (Mrchil aiiulysis 
of !lu' uriv,MiKil lUi.i Inti it's hardly worth ihc iroublc. 

NO I K: A (lash may he Mihsiiiuial for (a) a roimna, (h) a semi- 
colon, or (i ) a colon when ii is desirahle, for slylislie reasons, lo 
nuike a sharper break in ihe scMilenee than these marks ol punetua- 
li»)n provide:: 

(j) We woti this b.iiilr Inil \\v h.ivc uoi won the war. 
\\)) It is l.iti" so U't UN ^cl on with it! 
(( I llr.ilih. wT.ilth. vhiidrrti. .nid powrr all llu'.sc do not 
n« < vss.u i\\ niaki' .i man happy. 

lOJi.U. When one element of .i senteiiee i.s set cmi ii separate line 
Aud is lollowid l)\ a .scries ol elements eai h of whii h, with the first 
element, forms a I'oinplete .sentenee, the first element should he 
h)llowed h\ a dash (see alsc> 7.2. for use of dash in lists and 10.4.2. 
for use of I olon in lists): 

I hc C!(»nuiiillc'i' ret onuucnds ^ 

1. l h.it addilion.il Icai hrr aides Uv cinplovrd. 

2. Ihal the pritu ipal 's I'lrric .il st.ift bf im rcascd 
by two. 

I().(i.;j. .\ dash should he used hetween the two vlements of a com- 
pound w*>rd when one element is hyphenated or consists i)[ two 
words (see 1.2.2. fc.r use in eoinpi)Utuls of United Stairs and .'i.li.l. 
lor liM" in spans of time); 

Wilkfs-H.irrr Philadelphia Road 
P. iris Marsc ilii's ronnci lion 

10.7. Kllipsis Points 

10.7.1. 1 hree points cd ellipsis should be used to indicate an omi.s- 
sion within a (pioted sentenee. Four points should he used to indi- 
cate the omission cd* the end td a sentenee (or a (juestion mark 
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and llncc points it the (jiiotution ends with a (jucstion nu* k) (sec 
also I ().?). r)»i\ for pum tuation ot (juotations)* Kour ellipsis points 
lan also indicate tlu* omission ot the bei^innini; of the next sen- 
tenie* all of the next sentenc e* or sentences, or an entire para- 
.^raph or nion*. In cac h c ase theic slu)uld he no space hetvveen the 
last Word and the first point of ellipsis. 

l \\v CiharUT ut ihr NI..\» SiTlioii L\ reads as follows: ***I'hal 
the purpose ami ol)jec is . . . shall be lo elcvalt- iht* character 
.uul advanc e the ititercsts of the profession of teaching and 
to promote the c ause ot education. . . .** 



NOIK: If a (juolation that bei»ins in the middle of a sentence is not 
lonnally introdiu ed, it is not necessary to indiiate the omission of 
the lirst pait ot the tjuotation hy points of ellipsis. If a quotation 
ends with a periods it is nf)t necessary to indi( ate that the text con- 
tinues l)y points of ellipsis at the end: 

I'he NI.A is c oinnutted by its Cihartn **to promote the cause 
of educ ation in the l-nited States.** 

NOIK: A formally introduced quotation should begin with a 
{ apital letter, even it the first word uf the quotation does not be- 
\;in a sentence in the orii^inah 

KXCKP I ION: I hree points of ellipsis may be placed before the ex- 
cerpt to retain the lower ease letter. 



10.8. Hyphen. (Jiie of the main uses of the hyphen is to form com- 
pounds. Some ( ompounds are well established; some are in the 
process of development; and some are purely impromj)tu, con- 
nived lo serve a partit idar piupose. Hermanent com|)ounds follow 
no rules ot hyphenation, but they can be found in the dictionary, 
impromptu compounds on the other hand, must be formed on the 
basis of rule. Some H^^neral rules t'ollow for the formation of im- 
promptu comp< )im(is. 

10.8.1. Trefixes, Suffixes, and Clondiininj.; Forms 

10. 8.1. a. I lie hyphen should usually n»)t be used in compounds 
tormed from one word and one or UKue of the tollowing prefixes, 
suffixes, or ( ombininj; torms: 
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hi 






ll'i\|.M,il/>LJ(illMII \rfll I , <(/ \>()IN(l| 


< ifH H tt'f 


1 f////l/i*/*i*^tllitt1 lift* 1 t ti 1 )i/j*>*t*(*v*ittiifiiiti it*v* 

f ' ' H fl It f \ ^^'Itlll'Il^l ( < t '11 ' ' t 1 * I \ >()illll(Mlill\ 


tli- 


f // < I'lltl lllt'l* i /j lllt'ltlW- 




• \ I ' tl \ III ill llikll 


t'X t fi ^ 




/| i/i /// 


a llllfl/l/ljllf 

1 1 1 1 i Kin (n HI 




/ // 1 1 inti f T.i f il (* ihiti' in vt'vv'if'f* lif*i' iiik.f i>f 




iMi ilIlUM iilllKl Uiilll WluiOlll 


ifitt't 


/iTti 1 ticiii.il in/i'frt'l itfil 


intra 


ift t fitUMiVdl 




ifitfttvi't'i in f ftniiii'i' 




worlh/rw. nii'.il/r.v.v 


likt' 




nu\ 






///(iitiH'ii>i()nai 




'N>'/iii)vrrninrnl.il . prc<lfirrmi!U'd 




(H'i'Ki 1)11 1 liicti t itT'l'ri itf'il 






ho \ I 




ttt'r' 


^"1 N< lUiXil, I*' t tXx \ llNllJIil 








\»'/>upi(»r('SNi(iii.ii 


\ot it) 


\t)K ; {*{ ()tiotiii( 




N/</Mri)pi( aI . Mthivsi 




/<'ir/i rprivik-i/f(i. nnthrwiW 


u id*' 


st.ttiTt /f/i*. c ()uni\ u iilr 



NO'I K: Coiiipoiind.s rnadi- with the lullowiiii^ rlcnu-nts arc usually 
In pliciiaicd: 



./// 


till iru iiisivf. //// powi'rtiil 


(li Mi^Ktitr 


SL'cretar\ ilf si\*iuiti 


el n't 


[ircsidftil »7ri t 


{ tt»nnfrl 


«'A president 




ifimM jiuiii iai 


v// 


M it « «)ijti<ienl \hul: vrZ/hoixl. .\»7/sanu') 


: it t' 


.•'/t #• presidni t 



10.8.1.1). 11k- hyphen .should 1)C used in roinponnds toniicd Ironi 
oiK" wnrd and one or niorc prcl'ixcs. sitltixt's. and < <)nil)inin.i; lorris 
wlu ri nctcssaiA t«> avoid ni isrcaditio or to distin.mtisti acoinpoiuul 
that uses tin- cs>cntial clement in its primary mcaninj; troin a (<»in- 
poiuul in which the essential element has a modified meaning: 

rr ( rcatKiii ({'t>ntr(isi rfcreation) rr form [ct^nlrast rcforni) 



:)() 



lO.S.I.c*. llu- liNplK-n slh>ul(l UMi.ilK 1)1- UM(1 bctwirii a pulix or 
loinbiniii"^ lovin and tlu* word rc»llt>uin.L» ulh'ii a \i)\vrl wcuild he 
(loiil)U'il: 

KXC.Kr HON: Aiiordiiiu to IIV//.n/( r's /'//m/ .Wic Inlcnutlitnial 
Dii limuirw llu* words { n(}[}rvali' ami coordinalr and ihfir dc'ri\a- 
liM'N and words with iIr* prclix re should I)f priiili'd willioul a 
hypluMi. 

recniry rccsiablisih 

lO.S.l.d. Ihc liNplu'ii should usuallv he usrd hclwtTii a prefix or 
lOtnhiuiiiL; form I'luliiiii; \\\ a aud a lollow iii^ word l)Ci>iiiniii^ 
in ordi-r to pri'\i*ni ihf l\vo vowels' l)ciiii» read as a single sound: 

inira urbati fxira univiTsiiy 

10.8. 1. e. llu' hxplu'u should be used between a prefix, suffix, or 
icjtuhinitiL; form and the word lo whiih il is joiiu'd when a ion- 
sonant wcmld he ionhisinL;ly tripled: 

skill Irss slu'il-Mr 

10.8. l.f. Ihe hxpheii should he used between a prefix or eoin- 
l)initi'4 form and a noun or adjei ti\e he.L;iiniinj^ with a lapital letter: 

f)n Dori.ni Aunlii I'ri'tuh 

10.8.2. leinptuaiy t'.oinpound .\djei ti\es 

10.8. 2.a. When a i*«)inpc;uiid adjei live is i otnposed of an adjei tive 
cUul a nouti, these I wo words should usually Ik* ( oiuieeled by ii 
hyplu'n lo slu)W that ihest- IW(» words loorllur modify the third 
wt)rd. iliat the adjeitiM' inodilii's the first noun and not the 
seecuid: 

t'i\f (inll.ir jit'tis \t fnitni^l tivf dollar pons) 
hoi .lir vftUs innitrusi hti( air vctus) 

K\(iKP 1 ION: In inanx instaiues loni; usai^e c»f the two flcmeius in 
lonjinu ii<»n has made it naitual to n-cui them t«)nether. Hyphens 
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l*nn( tUfititni 



shoiilil Udl 1)1* Used ill llicsi* iiisutiu I'.s* iioi , loi llu* saiiu* icmsoiu 
when l>t)th jk'iiK'iiis ot ihc i tJinpouiuLtdjci lisv* arc ( apilali/cd: 



ailuit ( diu ation ta( Hi lies 
.irl rdiK ilion nialcruls 
luiNiiicsN t 'Id* ttioti pru^^Min 
( liiid study Maitutii> 
ilav c AH' ( ctilt r 
clnnctilary s( Iuh*! (iritu ipal 
i;i ass rt)ols fl ltn t 
liiiili inlcliivii'tu c criuip 
llii^ll N( liool %(udriil 
liuiiif {'{ onotnii s i islriiitioti 
itiild'.triai at ts ( la%.si()t)tiis 
jiitiitir lii^li s( lioiil l>iuMiti\» 
iatiijiiai»c .iris lca( licrs 
lilxTal .iris ( ()ii(•l;(• 
ltliddi^ ( lass ( iiitiu c 
tuirsrtv s( liool cnroilmnit 



per (apila cNpctidiliiri' 
phvsit .li cdiK atitin (•(pii\)ftu*ni 

pljS sU .tl Si li Ui (• ttipit s 

p(d)Iit s( liooi distrii I 

s( lit .)! lioard ruling 

sc( tindarv sc hool IcNlljooks 

si'tiior \\\\t\ s( liool li'Vfl 

stH i.ii stddics t urriiulutn 

suliici I matter aira 



I.op>» Island traf'fu 
Old Icstaitu'iil tiitU's 
\fw Knglaiul dinntT 
Nor ill Amcriian a^jriiultun* 



K\('I'.IM lON: I'Oic'ijuM phrases used as iompoitiul adjeelives 
should n(»i he hyphenated* l)eiai»se it is ( U\ti' that the two ele- 
ments ol the iMinpoiiiid shoiiUl l)e read t()»;ether: 



ex oitit io (icU'viali' 



laissc/ t.iire i-foiioniv 



lO.S.li.h. .\ I'oiupnimd adjei tixe lorined iVoin an adjei ti\e and a 
noun to whiili d or fd has l)een added sluudd usually he liy- 
pheiiated: 



slou» luMMcd 



sure tooU'd 



l().8.2.e. .\ ( ()in[)oitnd adje( li\e lorined Iroin an adjeeli\e. adverh. 
or noun and (a) a present or (I)) a past participle should usually he 
liypheiialed (see also lO.H.I.a.): 



(a) i liild rcariiivi pr.u li( cs 

d(-( isioii inakitm tutu tit>ii 
prol>l('tti'sol\'ini{ t('( luii({iu's 
t('a( lu'r iraitiitiv; itisliliilion 



ttiaiu -hu I'lfd pro[)lrni 
dark't olorcd ( lolhi's 
loiijt^'Vatiislii'd civili/alions 
war-torn nations 



K\C.I,P I ION: It the ad\erl) element of the compound adjective 
ends in l\ in lor any other reason i ould not l)e misread as a siin|)lc 
adjei live inodiK inu llu* iKum. a liyplu'ii should not l)e used unless 
the word is a permanent couipoinid adjective: 



cM'tiK" di\ itifd \nlc 



wi'll Ircati'd 



PutH luation 



10.8.2.(1. riiouuli inni|)<unul viil)s ciuliiiy in pupnsiiions arc iu)l 
In pluMuilul* a c <)nii)«)un(i adjci iivc Iroin ilu* prcsciil oi pasl parli- 
i i»l one i)l llK-sf virl)s vviili its |)rc|)t)sili{)n should he hy- 
phcnalrd: 

ill- U)uk ni)U- ut llu- >prr<lui< u|i p(o<<-s.s in llu* lUiiuuliun. 
^Oi iMi; ilu* l).ill< nr(l doww lu ^. lu* liri.uin* WDrriod. 
\hui: Mils work inusl \n- sj)<*<-tlr<l up. 
li.iUrn <lt>\\n llu* h.iU lu s.) 

10.8. !{. IcnipMLiiA Cnnipiiiuul Nduus 

10.8. !{. a. Ciotnpuuiui iinuiis tniuu-d tnun a noun and a present 
p.iiliiipk- shouUl usualK he iuih\ pluMialed (see 1(1.8.2. tnriiun- 
puuud adjei li\rs» vvhiih shouhl usualK he hyphenated): 

<1<M isioii tn.ikinu tiMi luT irainini? 

pniliU iii si)!\!ii^ [hut: noti-t.ikinji) 

10.8.!i.l). Iliou-^h «i>in|)Minul verhs endin;^ in a preposition are 
uritU'u as two uutds* i ouip* )uud noinis lt)nned Ironi these verhs 
itu ludiu'^ those l«>rnied Ironi their preseni partii iples should he 
hvphenaled or vvritti-n as single words: 

i.ivfin ilr«)ni ilu- \<tI) /»/ nirr im 
ilru|)<)ul (tmni ilu- \rr\i to dyof> tmt) 
l.ivtuu irr<)in tin- \i-rl) lax f>ut) 
|)h.iMM)iii ilroin iIk* vrri) to fihasr outt 
sriiip itoitu lUr \'vr\i to \' t lifn 

10.8.!J.e. When a<«>nipoinul nt>ini is lornied of two nouns of e(|u*d 
value used to'^ether tt> indit ale that the peisoii or lhini» reierri'd to 
partakes ol the i liarai ter <>! hoih iU)Uns» the two elements shoidd 
lie joiui-d h\ a h\ phen: 

man i hiUI suUlifi st.Uesniaii 

iliniu-i ilaiii r wriler-phoUJurapluT 

10.8.4. \*aiiationol leniporarx (ionipounds IJee*iuse of Position 

10.8. 4.a. (;onipi)und adjet lives should usuallv !U>t Ik* hyphe lated 
when lhe\ lt)lh>w the noiui thev niodity* hecause tlu-re is nodan<;er 
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Punt t tuition 

(>r a!ul)ij;iiiiy; Imwcvcr, pcniuinciii rotupoinul adjectives retain 
their iioriual inriu wlielher ihey precede or lnll<>vv the lunm they 
iiUHlily: 

His ( Icillu'N wcTi* dark ( nlonui. [anitrast clark-colcirai clothes) 
lit* tciuiul that the piohlciii was inanv tacctcil. {i ontrast inMiy- 

tatftfii problem) 
Naiidiis ihai are war lorn. . . . (vontmst war-torn naiiotts) 
{hi(t: llolitU's Was holh wcUhorii and well-riMd.) 

10.K.4.h. It an adjei tive In used helore a eoiupniiiul noun that is 
norntally written as iwa words, the uoiin sluuild lie hyphenated to 
prevent ini>rea(hn[4 (see IO.H|.2.a» lor hyplienation nt' c(Hupoiind 
adject ives ctunposed of an adjective and a noun); 

rrd ( (ihir-tiltcr {uormully color filter) 

i().K.4»e. Wiien an adjective piecedin^ a soHd compound noun 
niodilics only the tirst element id tlie compound, the compound 
should he separated and tlie lirst tW4» elements treated accordilij^; 
to tlie rule yiven in lO.S.li.a.; 

ohi'hook tlealrr {normally hookdcalcr) 
puhlii -sihool hoy {normally sihoolhoy) 

lU»8»4.d. When an adverb precedes a eompound adjective formed 
of a hyphenated preseiu or past partieiple and a preposition* it 
usually modifies ilie vvlu)le compound, not just the iirst element* 
and so it should he joined to the compoimd adjective hy a liyphen: 

well-cared'for house 
lon>5airawn-out dialoi^ue 

10.9 Quotathm Marks 

10.9.1. (Quotation marks should l)e used to enclose direet quota- 
tions aiul direct distuurse. Primary ([uotatiotis should lie enelosed 
in douhle ({notation marks; ([uotations within quotations should 
he enclosed in sinj^le quotation marks (see 2 J. 3* for capitalization 
and l()»4.3» for use of colon): 

Susan whispered. "When joc says» '111 hv early / he really 
m**ans ci^lil uMoc k.** 
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KXOKri ION: Vi-rsc quolalions ol incMc lhan luo lines and prose 
quoiaiinns of more lhan live lines should he set in smaller type 
or indented* i»r hoth without ((notation marks* 

KXtiKl'IlON: Direit thoui»hts and ijuestionN should not he en- 
closed in quotation marks: 

llu' If.u hrr will *isk. How i an this bv done* 

KXCKPl lON: Quotaticui marks should not he'uscd(a) with often- 
(iu*)ted lamiliar phrases, (h) with t'oreii»n (juotations that are set in 
ilalii s, and (t ) in plays, niterviews, miinites, proi eedini;s, and the 
like where the n.uue ol' the speaker is i^iven to the side and usually 
'•ith*-r set in a ditterent type or separated iVcuu the lollowini; I'opy 
l)\ a c ()lon« 

l(K9*l.u. Kai h ol the interrupted parts of a direi t ({notation should 
he ciu losed in ((notation marks: 

IK* !( jioiis th.ii, ill spile III Ihi' t'ai I lhal "Ihf ratio ot* hoys 
lo .\;irls was lt>: I/' whic h uu^h\ Uv c onsidrrcd a tailurc ot 
( (jtUrol. 'Mhcn* was no si\;nitic aiil ditlVmu o," 

10.9. l.li. When redueed type is not availahk\ as in typewritten 
material, (juot.ition marks should he used hrforr eaeh paragraph ol* 
prose or st.m/a ol poetry (juoted. hut only uftrr the last pava.uraph 
or Stan/a. 

10.9/2. Ihe titles ol' unpuhlished and certain puhlished works 
should he eiu losed in ({uotaiion marks rather than hein<> italiei/cd 
(see ().(>. 1. lor italici/ation): 

parts ot published works shorl nuisical c (impositions 

(su( h as ( haplcrs. shorl poems 

speeches, articles) hrochures 

anricnl nianusc ripis lea He Is 

shorl essays unpuhlished nianusc ripls 
short stories 

The n.imes ol the lollowinu also should he in roman type with 
({uotalion marks: 

radio programs aircrall 
IX proi^rams l)iemes 
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10»9.!K Kn.i;lisli iMiislatiniis ol lorciyn woids .nul phrases should 
l)c enclosed in ((uolalion marks: 

Ihr so t .illi il Ic.illitM was lal)flci! rruitz, whiih tiU'ans 

10.9.4. Quc)l*itic»n marks should iioi he used with slau;^ or collo- 
((uial expressions; il surh an expression is appropriate lo the i on- 
lexi, the ((Uolalion marks are unnecessary, and it il is inappro- 
priiiie, il shouUl nol he used. Quoialion m*irks are usually uii- 
uecessarv alter such expressions as iulUul, sa cuHcd, and known 
as, 

10.9.5. (Jlher pumiu»ilion used uiih (juoialion marks is ollcn 
pKued i»ui (»r normal order and someiimes nuisl he dropped to 
preveni douhlr punctual ion. 

I0.9.r).a. A period or coinuM shoidd always he placed inside <|uota- 
lion marksc uheiher or not il helon*>s to the <(uoted mailer ilselt*: 

Ihv tat ts do not support fonc's's rlaiin that thrrc is 
•*a sii;nitu ant ilfiPMsr in tlie si/.e ot hi.i»h sc hool rlasses/* 
Ihouuh.lonrs reports "a sii^niticant ilerrcasf in the si/c 
ot h\\s}\ sc hool rlassrs/* the* tai ts do not support his ( on* 
( lusion. 

1049.;').h. .\ eolon or semicolon should he placed outside cjtioia- 
tion marks: 

I here* has brrn "a signititant (kxriMsc in the si/c of high 
SI hool rlassfs**: jonrs i ami' to this ronclusion. 
.Jours reports *\i sii^nitii aut lUvreasi* in the s'uv of high 
SI hool rlavses": howrvrr, tlie tac th do not support hi.s 
coui lusion. 

I0.9.r).e. l ermina! (|Uoiation marks double or sin»;lc and douhic - 
should he m tompaiiied by oidy one other pimciualion mark, what- 
ever is slron;^esi is retained, and any other marks are dropped. .\ 
(|uesiion mark or an exclamation point should he placed either in- 
side or outside the (piotation marks arcordinji; to whether il helon.ys 
to the senteme or the (pu)ted m;itter; any other punctuation 
mark should he placed inside the (juotatiou marks: 

Mary asked anxiously, '*What shall we do/** 

John said wearily, '*^*ou ktU)W' the eolonel always shouts* 

*{iarry on I*'* 



Pnnctmlion 



NOTK; When the scnteiKc us a whole and the quotation at the 
end ot* the sentence both ask a question, a single question mark 
should be placed inside the quotation marks: 

Who asked, "What will save us?" 

What did you do when Mary said. **I*et George do it"? 

Mary asked. "What will you do when the boss says, 'Now 1 

am ready to read your report*?** 

He said, ••Mar>- said, 'Did I say it?'** 

10.10. Semicolon 

10. 10.1. a. Coordinate clauses tiot joined by a coordinating con* 
junction should be separated by a semicolon: 

.Mary jumped for joy; Johnny beat the drum. 

NOTK: Conjunctive adverbs {(ucordingly, also, besides, conse- 
quently, furthennori\ hence, however, instead, moreover, never^ 
theless, otherwise, so, still, then, therefore, thus) should not be 
contused with coordinating conjunctions: 

I agreed to go; nevertheless I was not very enthusiastic. 

lO.lO.l.ti. Coordinate clauses joined by a coordinating conjunction 
should be separated by a semicolon when a stronger break than a 
comma provides is needed either (a) to emphasize a contrast or a 
break in thought or (b) to clarity the structure of a sentence, par- 
ticularly when long clauses, themselves containing commas, are in- 
volved: 

(a) Obedience to law brings liberty; but libertarianism 
brings only slavery. 

He is a true politician; but I wonder whether he 
could win an election. 

(b) Dave reported the day*s events in a long, excited 
narrative, which was really not warranted by the 
situation, though it seemed most important to him; 
and Sarati rattled on at the same time, ignoring the 
fact that no one was listening to her. 

10.10.2* Semicolons should be used to separate elcinents hi a series 
when one or more of the elements itselt contains a comma: 

William Jones, chairman, St. Louis, Missouri; Ross Coleman, 
Syracuse, New York; Esther Van Vorden, Omaha, Nebraska. 
When she saw him, she laughed aloud; he grinned; and they 
both ran off. 57 



D'tlrs, (if'nrrii IWsonul Hcfrrmccs 

11. ri lLLS (APPI:M,A110NS), GKNKRic PERSONAL RKFERENCES 
11,1. Courtesy I'itles 

lloHorahlr is a I'oiirlcsy title ]L»cncrallv aicoulcd Id U.S. Cabinet 
members, members ol Coiij^ress, beads of m»veriime!it agencies, 
mayors, judges, aiul olber persons nl' hij»b jjosition. Reverend is a 
courtesy title accorded to ministers in many Protestant denomina- 
tions in the l*nited States. N'eitber name sbould be used without 
the first name or initials: 

It is my pliMsurf to introduce the llunorabk* Shirley 
Clhisholm. Congresswoman Chishohn has. . . . 
I'he Reverend .Norman Vimenl Peale was there. 
Dr. Peale said. . . . 

.\0*1K: l!) the Kpiscopal Church in the United States, the Church 
of Kn^land, and the Roman Catholic Church, the iiiWs Hcvcrcndf 
liii^ht lirrrrend, and Very Kevrrcnd have hierarchical significance 
and should be differentiated. 

1 L2, Abbreviation of Titles 

11.2.1. C;ivil and military titles should be abbreviated only when 
the first name or initials are used: 

Prof. Adele .Martin, Sen. U. I*. James, and Maj. Gen. Harold 
PaitUer were the principal speakers. Professor Martin spoke 
first. 

FACKPllON: Ambassador. Princess, Secretary (cabinet member)* 
and Commandant should never be abbreviated. 

aNOTK: Ambassador of France (not />,vm J^rancr) is the correct 
phrasing. 

1 1.2.2. ihe titles Honorable and Reverend may be abbreviated as 
Hon, and Rev. (a) in lists and (b) in informal text when the^' are pre- 
ceded by the. 

1 1/2.3. The following form should be used when the party desigmi- 
is given following the name of a member of Congress: 

Sen. Kdward Hrtioke (R-Muss.) 
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1 1.3. Capitali/ution of l itles 

1 1.3.1. Capital i/c clcmcnls ol* equal imi)()rt;uu c in titles immcdiatL^ 
ly prccuding a name. Do not capitalize titles loUowing a name. 

VictvFrcsidcni Jeancs 
• Commander in Chief Nixon 
Mar>' lluj^hes, president, Alhambra Education Association 
The deputy executive secretary is an avid baseball fan. 

KXCKl* i lON: A title used al ter a name in a lormal signature, as at 
the end of a foreword, should be capitalized. 

KXCKP'ilON: Occupational or working titles should not be capi- 
talized. 

.After that attorney Perry Mason made his presentation to 
the jury. 

KXCKFTION: Any appelation used for the President of the United 
States should be capitalized, even when it stands ah^ne. To indicate 
the preeminence of such persons as kings, queens, members of the 
U.S. Cabinet, and justices of the U.S- Supreme Court, their titles 
should also be capitalized. 

Ihe Commander in Chief announced a press conference. 
Kli/abeth 11, Queen of Ilngland, visited the United States 
in 1957. 

The Secretary of Commerce opposes the measure. 
I he Chief Justice submitted an opposini^ opinion. 

KXCKri lON: In formal lists of delegates or representatives, titles 
immediately following names may be capitalized, none should be 
capitalized utiless all are. 

11.4. Sequence of Degrees and Orders. When a name is followed by 
a series of (orders and degrees, they should be listed in the following 
.se(iue!ue; religious orders, theological degrees, academic degrees 
earned in c(3urse, honorary degrees in order of bestowal: 

John Henr>' Hopkins. C.C.Sp.. .\..M.. Ph.D.. D.LIt. 
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1 L5. Inclusion of Titles* A name should be given in full the first 
time it is mentioned, without a prefatory title; Mr.,Mrs.» Ms., and 
Miss should be omitted. In subsequent references these titles serve 
as substitutes for the first name or initials* Ms. may be used instead 
o( Mrs. or Miss at the discretion of the writer or the editor* If a 
public person has expressed a strong preference for a particular 
usage, that preference should be honored* 

John Smith, Ellen James, Mrs. George Drummond, and 
Mrs* Marie Brown arrived early. Mr. Smith, Ms. James, 
and Mrs. Drummond talked at some length, but Mrs* 
Brown remained silent. 

NOTE: Dk should be used only in personal correspondence or in a 
personal mention such as an acknowledgment* 

1 1,6* Generic Personal References. When it is necessary to malce a 
generic third-person singular; reference to a human being because 
it is riot possible to construct the sentence either (a) in the plural 
or (b) by omitting the pronoun, both sexes should be represented 
if possible* The two pronouns should be joined either by a flash 
(/) or by the word or* 
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12. TABLES 

12.1. Formal Tables 



TABLE 66.-TOTAL MONEY INCOME OF YEAR-ROUND FULL- 
TIME WORKERS 25 YEARS OLD OR OLDER, BY YEARS OF 
SCHOOL COMPLETED. 1971 



Men 



Women 



Years of school 
completed 


Mean 
income 


Median 
income 


Mean 
income 


Medifin 
income 


I 


2 


3 


4 


5 


Klementury school 

Less than 8 years. 
* 


S 7,603 
6,806 
8,329 


S 7.123 
6,310 
7,838 


$ 4,315 
4,105 
4,480 


S 4,199 
3,946 
4,400 


liigh school 


10,274 
9,437 
10,647 


9,680 
8,945 
9,996 


5,774 
5,064 
6,016 


5,583 
4,889 
5,808 


College 

lotal 

5 nr more years . . 


14,939 
12,489 
15,565 
17,983 


13,093 
11,701 
13,730 
15,300 


8,511 
7,278 
8,648 
10,785 


8,042 
6,815 
8,451 
10,581 


Total" 


11,292 


10,038 


6,321 


5,872 



SOURCE: U.S. Department oj Commerce, Bureau of the Census, 
income in 1971 of Families and Persons in the United States, 
Series P-60, no. 85, December 1972. 

" Persons included here represent 65.6 percent of men civilian in- 
come recipients and 33.6 percent of women civilian income recipi- 
ents. 
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12«l.l« Tables should be numbered with arable numerals, and tig* 
ures (graphs, charts, diagrams, and maps) with roman numerals* 
Capital letters should be used for tables in an appendix* The num* 
her or capital letter should be lolloweil by a period and a dash. 

12.1.2. The title describes the table and should be as brief as possi* 
ble. 1*he date should usually be included, 

12«1«3« Column headings give details such as group, state, year, 
number, percent. Only the first word and proper names should be 
capitalized, 'Ihe columns should be numbered with arabic numerals. 

Dollar signs and percent signs should be used at the tops of the 
cotimins, where indicated. 

Figures should be aligned by the decimal points. If there are no 
decimal points, figures should be aligned at the right. 

blanks should be indicated by three dots. A zero should be used to 
indicate a blank only when the zero has a value, such as tempera* 
ture or amount of salary. 

12«1«4. The source of the table should be shown with a complete 
reference, including the page number and table number. 

The following example shows how to indicate different sources 
for different columns: 

Sources: 

Column 2. U.S. Department of l^abor. Bureau of Labor Statistics. 
Changes in Cost of Living in Large Cities in the United States, 1913-41* 
Bulletin No. 699. Washington, D.C.: Government Printing Oftice, 1941. 
pp. 4344. Alsoi ''Current Labor Statistics.** A/ofi/A/)^ Labor Review 69: 
605; November 1949. 

Column 7. Figures for all years before 1956 are interpolations by 
National Education Association* H^search Services. 

12.1.5. References to footnotes should be indicated by loWer*case 
tetters set in reduced type and placed above the line. 

When a table runs over to two or more pages, the table 
number^ title, column headings, numbers, and symbols should be 
repeated^ {Continued) should be added to the title. 
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12.1.7. tadciuUm (1 cm tor subordinate items and 1 additional cm 
tor fimuvcrs) and spacinj; in tables arc shown in the following 
examples; 

Men teachers Alabama 

Single Alaska 

Married Arizona 

Divorced or Arkansas 

.u'parated California 

Widowed Colorado 

total All States 

Women tc^achers 

Single 

Married 

Divorced or 

separated 

Widowed 

Total 

Grund total ................ 

12/2. Open Tables. Sometimes it is desirable to run a tew lines of 
tabidar material in the tc\t without a table number or a lorniLil 
heading: 





Ballot at 


Voice vote or 


Ballot 


Si/.i' of ussociutiun 


mectinfjs 


show of hands 


sent in 


Fewer than 50 memberii.. 




44% 


1% 




51 




4 




50 


31 


17 




Vi 


26 


32 


1 ,000 or more members.. 


»3 


S 
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Column headings are simple in open tables. Such tables should be 
used sparingly; often they present a problem ♦ because they may 
not lit entirely on one page* (An advantage of a numbered table is 
that it can be referred to by number and placed where convenient- 
if not on the same page where it is mentioned^ usually on the first 
page after.) 

The example here given should be regarded as maximum in size 
and complexity for an open table. 
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VX BIBLIOGRAPHICAL AND FOOTNOTE REFERENCES 

Thir follow torins arc iiUeiulccI lor both bililiograpliiail and 
lootnotc entries. The practice of referring the reader to the biblio- 

In footnotes, ihid. may be used to replace as much of the entry as 
is identical with the preceding entry. If an entry refers to the same 
book/ chapter, or article as an earlier entry and no citation of an- 
other work by the same author intervenes, the author*s name (hist 
name first), op. cit., and the specific location of the passage cited 
should replace a full citation. When an entry refers to a passage 
cited earlier and no citation of another passage by the same author 
intervenes, the author*s name (last name first), and loi\ ciL should 
replace a full citation. 

In a citation of a book^ the desired informaticm should be copied 
from the title page, not from the cover, in a reference to a period- 
ical, data concerning author, title, and pages should be copied from 
the article ilscll', not from the table of contents of the periodical. 

When information is secured from book and periodical indexes and 
not from the publications themselves, the author entry should be 
checked for the full name of the author and, in the case of a book, 
for the number of pages, the Literary Market Place, Books in 
hrint, or the Cumulative Book Index shoidd be referred to for the 
full name of the publisher, which should be given in the form cur- 
rent at the time of publication. 



13,1, Abstract 

Anderson. William F.. Jr. ttu* Sociology of Teaching. I: A 
Study of Parental Attitudes Toward the Teaching Profession. 
Doctor's thesis. Iowa City: State University of Iowa. 1952. 
185 pp. Abstract: Dissertation Abstracts 12: 692: No. 5, 1952. 

I.ubin, Ardit\ *'A Rank Order Test for Trend in Correlated 
Means." (Abstract) Annals of Mathematical Statistics 28: 254 J ' 
June 1957. 

Camoy. Martin. Educational Change: Past and Present, 
(Abstract) hUellcct 102: 401406; March 1974, 
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Alphabctmng 

BibUographicH should be alphabet i2cd by author, last name first. 
Alter an author's name lias once been given, a S^em dash should be 
used in place of it in subsequent references (or footnote references, 
if all are listed in one place rather than ort each page where a cita- 
tion occurs). 

Books and nia^a/ine articles by one author should be listed alphas 
betii ally by title, unless the logical sequence is by parts or dates* 

Books and magazine articles ivritlen by an author should be listed 
before those edited by the same author* Any books or articles 
V written and edited by the author in conjunction with others should 
tolltiw. 

In lists of NKA publications, general NKA publications should be 
first, arranged alphabetically by tiile; publications by NEA func* 
tional areas and committees should be sectnid; and joint publica- 
tions of the NKA and other orgatii/atious should be third. 

13.3. Anthologies 

tults, Anna Carol; Luu, Rowena; and tddleman, Javquic. 
compilers. Headings in Evaluation.* A Collvction for Eduva^ 
tors. Danvitte. lIKi tnlerstale Printers and Cublishm. 1972. 

399 pp. 

Lovaas, O. I. ^interaction Between Verbal and Nonverbal Be* 
havtor.** Readings in Social Development. (Edited by Ross D. 
Parke.) New York: HoU« Rinehart and Winston* 1969. 
pp. 428-37. 

13.4 Articles 

13*4. 1 • An article should be cited as follows: 

Klkin, S. M. "Prospects for Radical School Reform/' Eduta* 
tion 92: 72-77; April 1972. 

NOTfc: When no aiiihor is given* an article should be listed as fol- 
lows: 

today's education. "Youth Speaks.** Today *s Education 61. 
72; October 1972. 

13.4.2* For a series of articles published in several issues of a 
periodicali only one reference sibould be made: 
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Eggert, Walter A. **Short**rerm Fmancmg.'* American School 
Board Journal 99: 4042» 77: December 1939. 100: 29-30* Feb- 
ruury; 49-51. May; 30-31. June 1940. 101: 28. 88. Septem- 
ber: 27-28. 94, November 1940* 

Holmes, Warren **Economy, True and False in Scbool 
Buildings.** American School Board Journal 102: 21-22, 99, 
January; 4S47» February 1941. 

13*5. Authors 

13.3.1* When u publication has two or three authors^ all of them 
should be named. When a publication has more than three authors, 
only the first should be listed, followed by **and others/' 

Bagley, William C, and Keith, Jobn A. H. An Introduction to 
Teaching. ... 

Keavis, William C: Pierce, Paul R.; and Slulken, Edward \l 

The Elementary. ... 

Benson, Charles E*, and others. Psychology for Teachers. • • • 

13»3*2* A publication that has been published by the author should 
be cited as follows: 

Harper, F. V. A history of the Region. Washington* ti.C; the 
Author (2 120 California St., N.W.), 1968. 207 pp. 

13.6. Bibliography. A bibliography or other collection should be 
listed under the name of the compiler or editor when it is given; 
otherwise, under the name of the contributor mentioned first and 
if the bibliography has been printed, the title should be iti italics; 
if the biblio!i$raphy has been reproduced by a mimeograph process^ 
the title should be in roman.type with quotation marks and 
(Mimeo.) should follow the citation (see 13«24«): 

Smith, John A., compiler. Selected References on Secondary 
Education. ... 

13*7^ Book Review* Use the following style for (a) titled reviews 
and (b) untitled reviews* 

(a) Anaslasiow, Nicholas. ''Now Ros^ak Offers Some R<itYtedi<*s 
for Alienation.*' Review of Where the Wasteland Ends: Politics 
and Transcendence in Postindustriai Society by Theodore 
Rou^k. Phi Delta Rappan 54: 420*2 It February 1973* 
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BEST COPY AV/UUIBLE 

lUh(io^^raf)hiciil and Footnote References 

(b) BuUen ltiumas A. Review of The Heauty of the Ihtiverse 
by Hans Ruhr. Sdenve Teacher 39: 48: l)eiemW?r 1972. 

VXH. Books and Paiii|ihlcts« riic cssctUiaU ot the tilatioti cif a book 
or pumphict arc as loltovvs: 

1. Author's name, as given on title page (inverted) 

2. Title, as given on title page (in italics) 

3. Publisher's name, with place of publication, as gtvf?n on title 
page. 

4. Date of publication, as given on title page (if not given on 
title page, copyright dale on reverse of tide page should be 
used) 

5. Number of pages, inclusive, of chapter^ section, or entire book 
<intruductor>' pages numbered separately with Roman num* 
erals should be ignored). 

(ielinas, Faul J. So You Waptt To Be a Teacher. New York: Harper 
- ' & Row, 1965. 184 pp. 

13«9. Census Report 

U.S. Department of Commerce, Bureau of the Census. Estimates 
of the Population of the United States and Components of Popu- 
tatioH Change: 1930*1935. Current Population Reports, Series 
P 25* No. 111. Washington, D.C.: the Bureau, February 23, 1955. 
4 pp. 

13«10. Chapter. Arabic numbers should be used for chapter num- 
bers; and the title ot the chapter should be hicluded, except when 
reference is made to more than one chapter (see 13.49. for chap* 
tcrs in yearbooks): 

Combs, Arthur W. The Professional Education of Teachers: A Per- 
ceptual View of Teacher Education. Boston: /Mlyn and Bacon, 
1965. Chapter 6, "lite IVacher's Self," pp. 58 81. 

13^11. Condensation 

Weber, C. A. *Tromising Techniques for EducaUng leathers in 
Service.** Educational Administration and Supervision 28: 69i-95; 
December i942. CondemnA American School Board Journal 106: 
32; February 1943. 
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13.12. Cungrcssional Bill 

U.S. 8:ird Cougresji, 2nd Scjislott. S. 2723: A Bitt To Vravide for 
a White Ihuw CoHferefhe on Education* Wu.shingl<»n. D.C.: 
Senate CommiUce cm I-abor and Fublu: Welfare, MITiOi 

13.13. Editor 

Franklin. Marian Pupe. editor. School Organization: Theory and 
Practice. Chicagu: Rand MeNally and Co., 1967. 489 pp. 

BeiJker* James M. ''Kmerging Trends in the Social Studies.** Bte- 
tpiefitary Education: Current Issues and Research^ (Edited by 
Maurie Hillson.) New York: Ilie Free Press. 1967. Chapter 11, 
pp.94101. 

13.14. KcUtorial 

Personnel and Guidance Journal. ''Calibrate the Counselor." (Kdi- 
lorial) Personnel and Guidance JournrJ 5 1 : 456: March 1973. 

Uurd. Paul Deliart. 'integrated Science." (Editorial) Science 
Teacher 40: 18- 19: February 1973. 

13.15. ERIC 

Larson. John C. Extemied Day Care Attendance and First Grade 
School Performance. KI) 078 947. Cambridge. Mass.: Abbott 
Associates. April 1973* 23 pp. 

Southern Regional Education Board. Evaluating Children's Pro- 
gress: A Rating Scale for Children in bay Care. ED 078 949. 
Atlanta. Ca.: the Board. March 1973. 53 pp. 



13.16. Excerpt 

Herd. /Vthur A. '^Successful Practices of Individualized Instruc- 
tion." tiuUetin of the National Association of Secondary School 
Principals 35: 73-82: December 1971. Excerpts: Education Digest 
37: 37-40: .March 1972. 

13.17* Federal Law. There are two oHkial ritations to afedenU 
law: til the U.S. Statutes^ which correspond to session taws in the 
states* and to the U.S. Code. Page numbers should always be used 
in references to the Statutes* never in references to the Code: 

U.S. statutes. VoL 33. Chapter 281. p. 1013. 76lh Congress. 1st 
Session. 1939. 
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U.S. Code. Supp. IV (1941 1943), TlUe 42, Chapter 6A, sec. 
282, subsec. (d). 

U.S. Code. Title 36, Chapter 9, sec. 141. 

13 ja, Fam 

Summer Harvest. 29 min., 16mm» soundi color and b & w film. 
National Education Association, Press, Radio, and Television Re* 
laUons Division, 1201 Sixteenth St., N.W., Washington, D.C, 1962. 

The Transplantatioti 30 min.t\6mm»$omdtb 8c sff film. Indiana 
University, NET Film Service, Audio* Visual Center, Bloomington, 
Ind., 1956. 

13.19. Filmstrip 

Managing Your Money. 45*frame color filmstrip. McGraw*Hiil 
Book Co., Textbook Film Department, 330 W. 42nd St., New 
York, N.Y., 1954. 

Cinderella h Dead. 80*frame color nimstrip with sound. National 
Education Association Publishing, 1201 Sixteenth St.* N.W.* 
Washington, D.C.* 1973. 

13.20. Hearing 

I'.S. 84th Congress, 1st Session, Senate Committee on the Judi« 
ciary, Subcommittee To Investigate Juvenile Delinquency. Hear 
ings Pursuant to S. Res. 62, Investigation of Juvenile Delinquency 
in the United States. Washington, D.C.: Government Printing 
Of flee, 1955. 141 pp. 

13«2L Joint Committee* In references to publications produced by 
two or more associations or by joint committees, the organization 
that holds the copyright should be listed as publisher: 

National Education Associadon and American Medical Asso« 
ciation, joint Committee on Health Problems in Education. 
Health Education. (Edited by Bemice R. Moss, Warren M. South* 
worth, ^d John Lester Reichert.) Fifth edition. Washington* 
D.C.: National Education A»ociationi 1961. 429 pp. 

National Education Association and American Medical Asso* 
ciation* Joint Committee on Health Problems in Education. A 
$tofy About Vou. (Prepared by Marion O. terrigo and Helen 
Sdutltard.) Chicago, 111.: American Miidical Associationi 1962* 
43 pp. 



Hihliograpiicai ami luwhwte Hefemices 

13.22i Judicial Decision. Although decisii)n.s ol* state and fed* 
eral courts are published in several series, only the National Re- 
porter System should be used. The citation of a decision includes 
the rolU)winj» elements: (a) the name ol the case, which should be 
italicized unless used in a tootnote;.(b) the voliune number of the 
report; (c) the abbreviated title ot the reporter; (d) the number of 
the pajje on which the decision begins; and (e) the slate and the 
year of the decision, in parentheses if a state court; th** year only 
if a federal court. If a particular page is being referred to instead 
of a case as a whole, the particular page niunber should be giyen 
after the mmiber oi the first page of the casCi 

. Abbreviations of the National Reporter System follow: 



Atlantic- All. or A. (2d) New York Supplemenl-N.Y. 

Norlheastern-N.E^t^rN.E. (2d) Supp. «r N.Y.S. (2d) 
Northwestern - N.W. or N.W. Federal Reporter-Fed. or F. 

(2d) (2d) 
• Southern -So. or So. (2d) Federal Supplement- Fed. Supp. 

.Southeastern - S.E. or S.K. (2d) Supreme Court of the United 
Southwestern S.W. or S.W. (2d) States-Sup. Ct. 
Pacific Pat. or F. (2d) 

Alston V, School Board of City of Norfolk, 1 12 F. (2d) 992 (1940) 
Bopf} IK Clark, 147 N.W. 1 72 (Iowa, 1914) 
Missouri v. Canada, 59 Sup. Ct. 232.236 ( 1938) 

13.23^ leaflet 

National Education Association. /^i*(2riun^ /.V Votir 
(Leaflet) Washington* O.C.: the Association, n.d. 8 ppl. 

13«24* Mimeographed Publication. A notation should be made in 
parentheses following the reference: (Mimeo.) 

Cordelle Teachers Association. ''Negotiation Strategies Primer/* 
Savannah. Ga*: the Association. 1973. i8 pp. (Mimeo.) 

13*25. Monograph 

National Association of Secondary School Principals. The Amer* 
ican Hifih School. Bulletin No. 208. Washingtoni D.C.: the Asso- 
ciation. February 1955. 308 pp. 

13426. Newspaper Article 

Siegelj Morris* **Sie({el*s World/* Washingtott PosL October 15, 
1972. pp. A28*30, A34. 
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New York l imes. "Medital Kdut ators Here Alarmed by Proposed 
Slash in U.S. Funds/' Sew York Imes, April 25. 1973. pp. 37 ^0. 

13/27. Out-of-print Pnblicutiuii. A iioialion should be nuclc in 
parentheses following ihe relerence: (Out ol print) 

13*28. Parts. Roman numeraU should be used tor parts of books: 

National Society for the Study of Kdutution. Theories of Learn* 
ing and Instruction. Si.xty rhird Yearbook. Part I. Chicago: the 
Society, 1964* 430 pp* 

13/29. Periodical (see 13.32. for treatment of publishers of period- 
icals) 

13.29. 1. Ihe essentials of the citation of u periodical are as follows: 

(a) Author or authi^*s. as given with the article (If the author 
is not named, use the name of the periodical in roman type 
without quotation marks.) 

(b) Title, as given in the article (As far as possible a, and, and 
the. which «je omitted by Education Index, should bt? sup- 
plied*) 

(c) Name ol the periodical (in italics, omitting yVu' from the 
title) 

(d) Volume number in arabic numerals (see 13.48*2. for alter- 
nate format when volume number is missing.) 

(e) Pages, inclukive numbers 

(f) Date (with the month spelled out). 

RoHsmiller. Richard A* '^ Ihe Case for Full State Funding/* 7Vi- 
day's Education 62: 30-32; April 1973. 

13.29.2. When an entire issue of a periodical is devoted to one 
subject under a special title^ it should be Hsted under the name of 
the periodical and the name of the editor or the issue editor 
should be enclosed in parentheses after the issue title which is en- 
closed in quotation marks. 

journal of Home Economics. '^Working with the Klderly.** (Mary 
Kay OverhoU. editor.) Jourmd of Home Economies G5t 5-24; 
April 1973. 

Social KducaUon. " leaching About American Indians*'' (Ha/el W. 
Hert/berg. issue editor*) Social Education 36: 480'534sMay 1972. 
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13«30. Proceedings* (a) Entire proceedings nhould be listed under 
the name of the association; (b) when an individual paper is re- 
ferred to, it should be* listed under the name of the individual: 

(a) National EtlucaUon Association, Addresses and Proceedings^ 
1972. Washington. U.C.: the Association. 1972. 849 pp. 
Association for Higher Education. Current issues in Higher 
Education, 1954* Proceedings of the Ninth Annual National 
Conference on Higher Education. Washington^ O.C.s the 
Association, 1954. 321 pp. 

(b) tVKvelyn. Katherine E. *i!ow To Conduct a Parent Con- 
ference." Forty First Schoolmen's Week Proceedings. Phila- 

, delphia: University of Pennsylvantai August 1954, pp.65* 

73. • 

1 3.3 i . Publications in a Series 

Brown, Francis J,, editor. University and World Understanding* 
Report of a Conference of Fulbright Scholars on Education. 
SericH I. Reports of Committees and Conferences, Vol. 8, No. 58* 
Washington. D.C: American Council on Education, 1954. 97 pp. 

Kaho. Elisabeth £• Analysis of the Study of Music Literature in 
Selected American Colleges, Contributions to Education* Np^ 971. 
New York: Teachers College. Columbia Ifniversity. 1950. 74 pp. 

President's Materials Policy Commission. Foundations for Growth 
and Security* Resources for Freedom* Vol. 1. Washington, O.C.; 
Government Printing Office, June 1952. 184 pp. 

Eberle, August W. A Brief History and Analysis of the Operation 
of the Educational Placement Service at Indiana University* But* 
letin of the School of Education, Vol. 31, No. 1. Bloomington: 
Indiana University, 1955. 30 pp. 

Taylor. Stanford E. Listening* What Research Says to the Teacher 
Series. Washington^ D.C.; National Education Association* 1973. 
32 pp. 

Publishers* The state should be given for small cities or when 
there are several cities of the same name. When the title page men* 
tions several cities* the first one mentioned should be used tnc* and 
Pubiishers should be omitted; Com/^an)^ should be abbreviated: 

Boston: Allyn and Bucon 
Utw York: American Book Co. 

In references to periodicals* the place of publication and the pubf 
lisher should be included only (a) when the periodical is local« 
rather than national* in distribution; (b) when two periodicals are 
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almost identical in name; or (c) when it seems desirable to indicate 
government and university periodicals: 

(a) National Education Association and American Teachers 
Association. Joint Committee. "A Study of the Status of 
the Education of Negroes: Part 1, Legal Status of Segre- 
gated Schools." Bulletin 29: 6-19; May 1954. (Montgomery. 
Ala.: American Teachers Association.) 

(b) Gllbaugh. John* W. "The Superlntendency and Boards of. 
Education." Btt//Win o/£rfMca/ion (University of Kansas) 8: 

65-71: May 1954. 

• (c) Voung, .Anne M. "Children of Worliing Mothers." Monthly 
Labor Review 96: 37-40; April 1973. (Washington. D.C.: 
U.S. Department of Labor, Bureau of Labor Statistics.) 

13.33. Reprint. The original should be used if it can be obtained. 
If not, the reprint should be cited as a book or pamphlet; a note 
should be added in parentheses, indicating that a reprint is being 
cited and giving such information about the original as is available: 

Fine, Benjamin. Why Our Schools Are in Serious Trouble. New 
York: New York Times, 1952. 10 pp. (Reprint of articles in the 
New York 7Yw«, January 14 to 19, 1952) 

13.34. Revised Edition 

Rdss, Clay C. Measurement in Today's Schools. Third edition. 
New York: Prentlce-Hall. 1954. 485 pp. 

Douglass, Harl R. Modern Administration of Secqndary Schools. 
Revision and extension of Organization and Administration of 
Secondary Schools. Boston: Glnn and Co., 1954. 601 pp. 

13.35. School Publicatidns. Authorship should be determined from 
the title page. When there is doubt, . . . Public Schools shotild be 
used as author, and Board of Education, as publisher. The name of 
the school superintendent should not be used: 

Wellesiey Public Schools. Annual Report of the Wellesley Public 
Schools for the Year Ending December Thirty-First, 1953. Welles- 
ley, Mass.: Board of Education, 1954. 90 pp. 

Warren Public Schools. And Gladly Teach. 1952 Report of the 
Superintendent of Schools. Warren, Ohio: Board of Education, 
1952* 21 pp. 
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Itihlioffrafihical and Footnote Heferences 
SpcechcH 

Jones, Henry SV. **Kdiu:aiion in the Modern World/* Address 
^tven at the tenth annua) meethtg of the Middtetown Uducationut 
League, Middletown, Massaihusetts, May 15, 1965, 

Haley, Alex. *\\ Unique Ksperiem e/' (Speech) Addresses and Prth 
ceedin^s. 1972. Washington^ D.C: National Education Associa- 
tion. 1971;. pp. 2:i ri2. 

t!<.37i Stale laiws. Codes and session laws should he listed under 
the name of the state, and the states should be listed alphabetically* 
ilie title of a state code should include the date only if the date is 
part of the title. The session laws should always include the year 
as part of the title. Page numbers should never he used in cither 
codes or session laws unless there is no better way of identifying 
the law. I'siially chapter number or act number is sufficient for a 
session hi\\\ and if a particular part of it is bein^ referred to, sub* 
sections, subdivisions, or para^raphf^ may be identified by number. 
In the state codes, t|ie title or the chapter number or both should 
be given unless the system of codificaticm makes it unnecessary by 
use (U identifying section numhers in sequence throughout the sys- 
tem. The words Title and (Jkapter shoidd be capital!^ed whenever 
used. The word section should be written as sec, not capitalized 
and always abbreviated in a reference; the wonipart should not be 
capitalized. In a few states, the title of tile code includes the com- 
piler's name; otherwise the name of the contpiler should be omitt* 
ed from the reference. 



in a reference to a school^^w, the state code or session law should 
be cited, rather than the publicatiim of the state departmi'iU ^( ed» 
ucation. If possible, the code reference should beobtuhied, but if / 
it is not available, a citation to the school law as issued by thie 
department of education shoidd, in general, follow the rules fur 
citations to the code and session laws: 

Remington's Revised Statutes of Washington^ Annotated, WJt. 
Title 28. sec. 4884-92. 

Wyoming Revised Statutes, 19:^2, Annotated. Chapter 99, sec. 
911 

Iowa Code of 1946. Ciiapter 272. 

Consolidated Laws of New York. Chapter 16, sec. 503, part 4^ 
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HihUograf)liical and Footnote References 

13.38. State Publications 

■ Montana State Department of Public Instruction. Your Schools 
Today and Goats for Tomomno. Biennial Report of the Superin- 
tendent of Public Instruction of Montana, 1952-1954. Helena, 
the Department, 1954. 101 pp. 
. Nolan, William J. Huilding a Community's Curriculum for tite 
Mentally Handicapped. Bulletin No. 58. Hartford: Connecticut 
State Department of Education, May 1952. 24 pp. 

13.39. Subtitles, lii generitl, subtitles shimld be included. (See 
10.4.6. lor punt tuation and 2.2. for capitalization.) 

13.40. Supplements to Periodicals 

Reeves, Floyd W. "Kducation and National Detense." Nintli Edu- 
cational Conference. 1940. Educational Record, Vol. 22, Supple- 
ment No. 14. Washington, D.C.: American Council on Education, 
January 1941. pp. 12-22. 

13.41. Surveys 

Utah Public School Survey Commission. A Survey of the Utah 
Public Elementary and Secondary School System. An Interim Re- 
port to the Governor, Legislative Council, and legislature. Salt 
Uke City: the Commission. February 1953. 288 pp. 
Strayer, George D., and Yavner, Louis E., directors. Administra- 
tive Management of the School System of New York City. Report 
of Survey of the Board of Education and the Board of Higher Ed- 
ucation. New York: Mayor's Committee on Management Survey 
of the City of New York, October 195 1 . 51 pp. 



13.42. Symposium. A parentlietical notation should be used: 

Potter* Gladys L.. and others. "How Can We Help Emergency 
Teachers?" (^ymptmum) Educational Leadership 1: 9'12; Octo- 
ber m% 



13.43. Test 

Spit/er, H. F.. and others, towa Every PupU Test of Basic Skills.' 
Test A, SHent Reading Comprehension. (Elementary Battery) 
Boston: Houghton Mifflin Co. 
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fiihlioj^raphUal and footnuU' Heferences 



15*44. Thesis (see 1 liji, (ut ttvuinmi of abstracts) 

Kirkpatrlck. Ervin K. Problems in the Use of htstructional Film. 
Master's thesis. Hituburg: Kansas .State Teachers College, 1940.. 
146 pp. Crypewritten) 

KIcinmann* Jack 11 Fringe lienefits for Public School Personnel: 
A Comparative Study of Principles and Practices in Education, 
Government, and Private Employment. Doctor's Thesis. New 
York: Columbia University, Teacher* College, Bureau of Publica* 
tions. 1962. 1 78 pp. 

13.45. Translation 

Az-Zarnuji, Burham ad-Din. Instruction of the Student: The 
Method of Learning. (Translated by ^. E. Von Grunebaum and 
Theodora M. Abel.) New York : King's Crown Press, 1 947. 78 pp. 

13.46. U.S. Office <)f Educate Publication. When an individual 
authiii's name is given on the title page, that should be used; other- 
wise, U.S. Department of Health, Education, md Melfare, Office 
o/AW«f«<ion, should be listed as the atithor? 

Hutchins, Clayton D.; Munse, Albert R.; and Bboher, Edn» D. 
Federal Funds for Education, 1952-53 and 1953-54. Depart- 
ment of Health, Education, and Welfare. Office of EducatiM, 
Bulletin 1954, No. 14. Washington. D.C.: Goverritnent Priming 
Office, 1954. 130 pp. 

U.S. Department of Health, Education, and Welfare, Office of Ed- 
ucatioa "Statistics of Special Education for Exceptional Children, 
1952-53." Biennial Survey of Education in the United States: 
1952-54. Washington, D.C.: Government Printing Office, 1954. 
Chapter 5, 78 pp. 

13.47. Unpublished Material. The title of the work : uld appear 
in Roman type with quotation marks rather than in italics, and a 
notation should be made in parentheses followinc the refereiice: 
(Unpublished) 

13.48. Volume 

13.48.1. Arabic numerals should be used for volume numbersi 

Mollenkott, Virginia R. "The Open Examination." Today's Edu- 
cation 61 ! 49^50; October 1972. 
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Hihliografihicat and Footnote References 

13.48.2. When the voUime number of a magazine article is miss- 
ins, th*-' e»t«*y sh<»uld be rearranged as follows: 

Viele, John A. "Let V% Go Forward ToKether." Virginia Journal 
o/£</Mta«oM. April 1946. pp. 3:47 :{K, 410. 

NOTK: It is often preferable to use this style for weekly, biweekly, 
and monthly publications, which may be more easily located by 
date than by volume number, especially if they are unbound. 

13.48.3. The pajtinj; of several volumes in one publication should 
be indicated as folUnvs: 

Chitty. Dennis, editor. Control of Rats and Mict: New York: Ox- 
ford University Press, 1954. Vol. 1 . 'i'iS pp.. Vol. 2, 244 pp. Vol. 
:t,240pp. 

Fresident's .Materials Policy Commission. Resources for Freedom. 
Washington, D.C.: Government Printing Office, 1952. Vol. 105, 
819 pp. 

Churchill, Sir Winston, llisiory of the English Speaking Peoples: 
The Hirth of Britaitu New York: Dodd, Mead Ifc Co., 1956. Vol. I. 
521 pp. 

13,49. Yearbook 

Wisntewski, Richard, editor. Teaching About Life in the City, Voriy 
Strcond Yearbook. Washington, D.C.i National Council for the Sa- 
cial Studies, 1972. :407 pp. 

Stensland, Per G. "1 he Classroom and the New5p;^)er/* Mass Media 
and Education. Fifty-Third Yearbook, Part It, National Society for 
the Study of Education. Chicago: University of (Uiicago Press. ilJ1»54. 
Chapter lO^pp. 21742. 

NO rK: When referring to a chapter in a yearbook that dcH?s n«)t list 
the author of the chapter, the association or $odety name should 
be used as author, and the chapter should l>e rel'erred to at the end^ 
of the entry (see also 1 :}. 1 0. for treatment of chapters) : 

Association for Supervision and CurricuhHii iiev<^lopmenl. Growing 
Up in an Anxious Age, 1952 Yearbook, Washittii;ttjn4 D.C: the Asso- 
ciation, 1952. Chapter 10, **Mi|{ratory j^opulations and Vouth/* pp. 
155-84. 
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tdentijication on SEA Produced Materials 

14- IDENTIUCAnON ON NEA PROOUCED MATERIALS 

14 J* Print Materials 

14JJ. Books, BoukletH, and Leaflets 

14*LLa« Front Cover. The front cover should always carry only 
the title, nonstaff author (if appropriate), and one of the follow* 
ing: (a) the NEA logo (in cither of the three approved versions), 
(b) A National Education Association Publication, or (c) Nation* 
;d Education Association. 



national education association 
. . . helping teachers teach. 

H.LLb. Back Cover. The back cover should always carry either 

(a) the NEA logo (in either of the three approved versions) or 

(b) A National Education Association Publication. 

14J. Lc. Position of Goal or Support Area Name. The name of 
a goal or support area may be used on (a) the title page, (b) a 
credits or acknowledgments page, or (c) the back coven In no 
case should it be larger than the form of NEA identification 
used. 

14J.Ld. NEA Theme. The NEA theme (in either of the three 
approved versions) should always appear at least once (usually 
oh the back cover) of all nonsale items* The rationale for this is 
that nonsale items arc normally produced for primary distribu- 
tion to NEA members, where the theme should be promoted. 
Sale items, which normally reach a broad cross-sectioti of the 
teaching profession and the general public, should concentrate 
on promoting the Association as a source^ rather than as a ser* 



(a) 




nea 



vice. 




Identification on SEA'hoduced Mulerials 

14.1.2. Circular Materials. Circularsjnclucling newsletters and 
tabloid-type publications, should carry the NEA identification as 
spccit'ied at 14. 1.1. a. on the most prominent part of the publica* 
Cation, usuiilly where its source is identified. When the name of 
a goal or support area is used to identify the (uigin of the publi- 
cation, that name should be no larger than the NEA identifica- 
tion. 

14.2. Audiovisual Materials 

14.2.1. Films and Filmstrips. As appropriate, apply the rules 
given at 14.1.1.a. and 14.1.l.b. to the opening and closing frames* 

14 2.2. Audio Materials. The following should be used at the 
opening or closing of the product: 

Produced by I for) the National Education Association, 
Washington. U.C. 
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Tjitle Page ami Hevcrsr 

15. TITLE PACE AND REVERSE 

15.1. Title Page. Since tlie title page, not the cover, is the usual 
stmrce of intorniation for bihiiographical citations, it is necessary 
to include on that page the full title, any author's name, and the 
name of the publishing unit. The address of the publishing unit 
may be printed on the title page, the reverse, or both. 

15.2. Reverse of Title Page. This page should include the copyright 
notice. Library of Congress catalog card number (if desired), and 
stock number. 

1 5.2. 1. Copyright. When a copyright is desired, the copyright no- 
tice should be printed on the reverse side of the title page. The 
name of the copyright holder and the year of publication must be 
included. The National Education Association holds the copyright 
for its own publications; national affiliates and associated organi^a* 
tions hold the rights to their own publications. If a revised edition 
contains substantial alterations or additions, a new copyright can 
be obtained for it. In this case, it is advisable to include the date 
of copyright of the older material as well as of the new: 

Copyright ©1951, 1966 
National Education Association 

For material over which the copyright holder wishes to retain 
rigid control, it is advisable to add to the regular copyright notice 
the following: 

All Rights Reserved. 
Furiher reproduction in whole or part by permission only. 

After publication, two copies of the publication along with a copy- 
right application and the fee of $6 should be submitted to the 
Copyright Office, Library f)f Congress. 

15.2.2. Library of Congress Number. As soon as it is determined 
that a publication is to have a Library of Congress catalog card 
number, contact the Library of Congress, Descriptive Cataloging 
Division, Washingtfin, D.C. 20540, for the proper forms and pro* 
cedures. The action should be begun as early as possible. It is 
necessary to submit a manuscript copy or set of galley proofs to 
the Library of Congress. 
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Preparing Copy for the Typesetter 
16. PREPARING COPY FOR THE TYPESETTER 
16.L Format 

16.1 Manuscripts should be typed double*space on one side of 
heavy paper 81^2 by 11 inches. Margins should be at least Vh 
inches on the left and 1 inch on all other sides; however, if the 
number of characters per line of printed copy is known or can be 
determined, the manuscript should be typed so that the character 
count per line (including spaces) averages the same as that in the 
printed copy. 

16.1.2. All pages should be numbered consecutively* 

16.1.3. Footnotes should be numbered consecutively and placed 
between horizontal rules immediately following the material to 
which they refer, not at the foot of the page. 

16.2. Typing Style 

16.2.1. Underscoring should be continuous, i.e., it should not be 
broken between words: Art for the Academically Talented Student 

16.2.2. A dash should be typed as two hyphens; th^re should 
be no space between them and the words immediately preceding 
and following. 

16.2.3« Two spaces should follow the period or colon. 
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INDEX 



• ■ ... A 

Abhreviatiuns (I) 7 

Alphalicii/atum (7.3.2) 3K 

Capitalizalion (1.2.1) 9 

Foreign countries (1.2.1 ) ... 9 

General rules (1.1) 7 

Geographic terms (1.2) 9-1 1 

Initials, spacing of (1.1.2) .. 8 9 

Latin, italics (5.2) 26 

NEA units (1.3) 1M2 

National Reporter System 

(13.22).... 70 

Numbers and figures with 

(8.1.1) 33 

Plurals (9.1.2). ; « 36 

Political divisions (t.2) 9-1 1 

References (1.4) 12 

States (1.2.3. 1.2.4) 10.11 

Symbols (1.5) 12-13 

Titles (appellations) 

(11.2.1) 58 

United States (1.2.2) 9 

Abstract (13.1) 64 

Academic degrees 

Capitalization rule (2.5. 1 ) .. 20 

Sequence of (1 1.4) 59 

Spacing of abbreviati<ms 

(1.1.2) 8 

.\ccents (punctuadon) ( 10. 1 ) 39 
.\ddress (speech)* italics in 

salutation of (6.5.1) 27 

Adjecdve 
Compound 
Hyphenation of (10.8.2) .. 51 
Variations in hyphenation 
because of position 

(10.8.4.aJO.8.4.d) 53.54 

Pri)per 

Capitalization (2.4) 16 

Compounded (lO.S.l.f) ... 51 
Adjectival clauses and phrases, 
and use of comma 

Introductory (10.5.3) 44 

NonrestrictiVe clauses 

(10.5.4) , 45 

Adverbial clauses and phrases, 
and Use of comma 

Introductory (10.5.3) «... 44 

Nonrestrictive clauses 
(10.5.4) 45 



Adverbs 

Combined with participle, 
to form compound adjec* 
tive(l0.8.2.c)o.. 52 

Conjunctive 

Comma with (10.5.5.c) ..... 46 

Listed (10. 10.1. a) 57 

Introductory (10.5.3) 44 

Aircraft names, and quotation 

marks (10.9.2) 55 

/Vlphabetiz^tion 

Bibliographical and footnote 

references (13.2) 64 

Lists and enumerations 

(7.3)......; 31 

Names of persons (7.3. 2« 

7.3.4) 31.32 

States of the United 

States (7.3.3) :. 32 

A.D. (anno Domini)^ rules re 

(l.L 2,5.3.3.2* 333) 7. 21.22. 23 
A.M. (ante meridiem), rules re 

(1.1.. 2.5.3) 7.21 

Anthologies { 1 3.3) 65 

Antithetical clauses and phrases. 

and use of comma (10«5.2) .. 44 
Apostrophe, to form possessive 

case (10.2) 39 

Appellations. See titles 

(appellations) 
Appositional matter 

Colon (10.4.7) 43 

Comma (10.5.5.b) 46 

Nouns in apposition. 

possessive of (10«2.2.c) 40 

/\rabic numbers (8.2) 34 

Art objects, and italics (6.6.1 ) . 28 
Article titles, in bibtbgraphical 
and footnote references (13>1) 65 

"As follows** (10.4,2) 42 

Audio materials (14.2.1) 79 
Audiovisual materials (14.2) 79 
Authors, iti bibliographical and 
footnote references (1 3.5) (S6 

fl 

Back cover. NEA identification 
on(14.M.b) 78 
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B.C. (he lore (!hrist), rules re 

(i.M;.?'i.:i.:i.*j. 

7. 21. 'JJ. L' i 

Bihie ttiui other Hacreil hookn 

(:apitali/.ation (1!.4.5) IH 

Roman (L».4.r), (i.(i.l)l8. 1!H 
Bil)lio>;raphi( al and l'(u)tno(e 
relmMues 

.\l)slr.ul I M 

.\lphal»elizin« 

Anlholo^ieji tir» 

.Artic les (l:i.4) tifi 

.Authors U '>.rO 

Bil)lio>;raphv, citation of 

{\:\A\) 

B*)ok review ( I !i.7) titi 

Books ami pamphlets 

Kssentitils of ( itation ( I !i.H) (>? 

Parts of books 1 1 :i. 28) 71 

Census report ( I :\.\)) (i7 

(:h.ipter (i7 

Comleusatiou ( I 1) ti7 

Congressional hill (Ki.iLM ... 6K 

blitor (i:i.i:i) (iH 

Kditorial {IW.W) (iH 

hRlC (l:i.l j) tiH 

hxrerpt (l'i.l(i) (iH 

Federal law (l:i.l7) (iH (i!» 

Film(l:i.lH) W 

Filmstrip il:i.l«») (iM 

(Jeneral rules I l:i) (i4 

Hearing, Congressional 

(llt.LMM (i!> 

joint committee ( I :i.2l ) .... W 

judicial deeisioH ( I 'i.'JLM .... 70 

Keatlet (Ki.'JIM 7(» 

Mimeo^^raphed puldic aticui 

(l.H.LM) 70 

Monojjraph (i:i.U5) 70 

NK.\ public aticjiis. c itatioti of 

joint committee (i:i.2l) ... iW) 

Periodic als (I H.H!)) 71 

Pr»)ceeilinv;s (l:i.!i0) 71! 

Newspaper artic le (l .'i.LMi) 70-71 
Out'of'print puhliiaaMn 

.(i:i.27) 71 

P.MUphlets and books (i:i.H) (i7 

Parts (ol books) (lli.L'H) 71 

Periodical 

General rules (1:^.29) 71 

Supplements (Hi. 40) > 75 

PrcK ec'diiiKs (i:i.:iO) 72 

Public ations in series ( 1 !i.!il ) 72 

Publishers (i:i.:J2) 72 

Reprint ( I :J.:j:m 7:i 



Revised edi ion Tli 

School puliliiaticms 7.1 

Speeches (IH.IUi) 74 

State laws (l:i.:i7) 74 

State pul)licaticm (Ki.liK) ... 7.^) 
Sul)titles (2.2, 10.4.6., 

IS.S9) 9, 4:^ 7rt 

Supplements to periodicals 

(l:i.40) 7r) 

Surveys (I :i .4 1) 7.5 

Symposium (|:K42) 75 

lest (i:i.4:n 7.5 

Titles, capitalization of 

(2:KI) 16 

Thesis (l:K44) 76 

1'ranslation (13.4.5) 76 

r.S. Office of Kducation 

pul)licaiion (i:i.4G) 76 

rnpublishcd material (l:K47) 76 

Volume (i:i.4H) 76-77 

Vearlu)uk (i:i.4«)) 77 

Bil)lioj4raphy, citation uf, in 
bibliu^aphicul atid footnote 

references (I :K6) 66 

"Black** (2.4.12) 20 

Block style, for lists and 
enumerations (7.1.1, 7.1.2. 

7.2) 

Boldfac e type, use instead of 

italics (6.7) 2i> 

Book review (IS.6) 66 

Books and pamphlets 

Kssentials of citaticm (I'^.H) 67 
identificaticm cm 

(14.1. 1) 7H.79 

Parts of books ( I :i.28) 71 

l itles. .S'f'c st'fhtratt' cntrw 

Brackets (IO.:i) 41 

Ciorrections (10.:i.l.a) 41 

Kditorial interpolations 

(lO.H.La) 41 

Otnissicms, use for (1 O.D.I. a) 41 
Parentheses, use witfi 

(I0.:i.2.) 41 

"Sic,'' use with (lO.li.l.b) ... 41 

c 

Cabinet, I'.S., members of 
(I I.I. 1 1.2.1. ll.:).l) .. 5K, 5H, 59 

Capitalization (2) 14 

.Abbreviations (2.4.1 1) 20 

.Adjectives, proper (2.4) 16 

.A.M.. M., P.M.d.l.l, 
2.5.:i) 7,21 
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B.C.. A.I), (1.1.1. 2.5.:i. 

VJ.l) .7.21.22 

He^^ttininKs. indie ation of 

(2.1) 14 

''Black.** capitalization rules 

(2.4.12) 20 

Compass, points of (2.4.2) . 1 7 

K.S.T..c.tr. (2.5.3) 21 

Knutncrations. items in 

(2.1.2) 14 

Geographical names (2.4.1 ). 1 7 
Government 

.National and international 
documents (2.4.10) 19 

U.S. terms (2.4.7)... 19 

HeadinKs and titles (2.2) 1 5 

Historical epochs (2.4.4) 18 

National and international 

bodies (2.4.8) 19 

NEA building references 

(2.4.13) 20 

Nouns, proper (2.4) 16 

Orgaiiizaticmal terms (2.4.1 1) 13 
Peoples and races (2.4.12) .. 13 
Political divisions (2.4.3) .... 18 

Political terms (2.4.9) 19 

Quotations, first word of 

(2.1.3) 14 

Race names (2.4.12) 20 

References (2.3) 16 

Religious terms (2.4.5) 18 

Resolutions, rules re (2.1.4) 15 
Titles (appellations) (1 1.3) . 59 
Titles and headings (2.2) .... 15 

Cardinal numbers (8. 1 . 1 ) 33 

Census report (13.9) 67 

Chapter, citation in bibliographical 

and footnote references 

(13.10) 67 

''Church.** capitalization rules 

(2.4.6) 1819 

Circular materials (14.1.2) 79 

Citations, capitalization of 

titles in (2.3.1) 16 

Clauses 

Adjectival (10.53, 10.5.4) 44. 45 
Adverbial (10.5.3. 10.5.4)44,45 

Antithetical (10.5.2) 44 

Coordinate (10.5.1, 

10.10.1 43-44,57 

In pairs (I0.5.6.b) 47 

In series ,l0.5.6.a) 4647 

Independent (10.4.1) 41 

Parenthetical (10.5.5.a) 45 



Subject of sentence, and use 

of singular verb (9.2.4) 38 

Summarizing, and use of 

colon (10.4.2) 42 

Clock tim^ (3.4) 23 

Colloquial expressions, nonuse 
of quotation marks (10.9.4) .. 56 

Colon (10.4) 41 

.Amplification or restate- 
ment (10.4.1) 41 

Appositional matter (10.4.7) 43 
Capitalization following 

(2.1.1) 14 

Dash, substitution of 

(10.6.1) 48 

"E.g.** (10.4.4) 43 

"For example" (10.4.3) 43 

Formally introduced state- 

ments, questions, quota- 
tions (10.9.3) 42 

"l.e." (10.4.4) 43 

Illustrations, series of 

(10.4.2) 42 

Independent clauses (10.4.1) 41 
Introductory clause (10.4.2) 42 

"Namely" (10.4.4) 43 

Quoution marks, punctuation 

with (10.9.5.b) 56 

Quotations following (2.1.3) 14 

Salutation (10.4.5) 43 

Space following, in manuscript 

typing (16.2.3) 81 

Summarizing clause ( 1 0.4.2) 42 

"That is" (10.4.4) 43 

Titles and subtitles, books 

(10.4.6) 43 

"Viz." (10.4.4) 43 

Comma (10.5) 43 

Adjectival clauses and phrases 

Introductory (10.5.3) 44 

Nonrestrictive clauses 

(10.5.4) 45 

Adverb 

Conjunctive (10.5.5.C) 46 

Introductory^ (10.5.3) 44 

Adverbial cla ises and phrases 

Introductory 10.5.3) 44 

Nonrestrictive clauses 

(10.5.4).:] 45 

Antithetical |i:lauses and phrases 

(JO.5.2) 44 

Appositive words and phrases 

(I0.5.5.b){ 46 

Clarity (lO.fe.8) 47 



84 



(lonjuni live advcrhs 

(io.5.r).t) 4<) 

Cooitlinale dausfs 4!* 
CU)rrelalivc phrases (lO.r).!!) .. 44 
Dash, substitution of 

(10.6.1) 48 

Dales Ci.l.LM.l.lM 22. 22 

(I 47 

l*i>;ures inutneraU) (S.l .21 .. 

•*l.e/'(10.r>.t)) 47 

lnterdept*tulent antithetical 

elauses(10.ri.2) 44 

Interjec tions (lO.j.Ti.e) 4() 

Nonessential elements 

{10.5.')) 45 



Ni)uns of address ( 1 0.5 .j.d) 46 

Numbers (8.1.2) 

Omission of words (10.5.7). 47 
Pairs of clauses, phrases, 



words (U).5.f).b) 47 

Parenthetical clauses and 

phrases (10.5.5.a) 45 

Quotation marks, use with 

(10.^).5.c) 56 

Series of three elements 

(I0.5.6.a) 46 

Compass, points of. capitalization 

(2.4.2) 17 

Compound subjects, verbs with 

(9.2.1) ' 

Compound words 

Adjectives, hyphenation of 
Proper, and combinin^^ form 

(10.8.1.f) 51 

Rules re (10.8.2) 51 

Variations because of 
position (10.8.4.a» 



(10.8.4.C) 53,54 

('apitalt/ation rule, in titles 

(2.2.!J) 8 9 

Dash, useof (HMi.H) 48 

Porei>;n phrases, as compound 

adjectives (10.8.2.a) 52 

Hyphenation of (10.8) 49 

Nouns, hyphenation of . 
Proper, and combining form 

(I0.8.1.f) 51 

Rules red 0.8. :i) 5:i 

V.iriations because of 
position (I0.8.4.b, 

10.8.4.C) 54 

Permanent and devolopin>( 

(10.8) 49 

Plurali/.in« ;9.1.1) 

Condensation (1^.1 1) 67 



Congress, member of (1 1.2.!i, 
ll.:») 58,59 

Congressional bill (i'K 12) 68 

Conii^ressional hearing (11.20) 69 

(Umjunction, coordinating 
(lO.lO.l.a, lO.lO.l.b) 57, 57 

Conjunctive adverbs 

Conuna with (10.5.5.c) 46 

Listed (10. 10.1. a) 57 

••Continued" and " To be con- 
tinued** and use of italics 



(6.:i.2) 27 

Contractions, punctuation of 

(1.1.1) 7 

Coordinate clauses (10.5.1, 

lO.lO.La, 10.lO.l.b)...4:i, 57, 57 
Coordinating con junction 

(lO.lO.La) .* 57 

Copyright notice, NE.\ (15.2.1) 80 
Corrections, use of brackets 

(UU.La) 41 

Correlative phrases, and use of 

comma (10.5.2) 44 
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Dash 

Compound word with 
hyphenated element 

(lo.e.H) 48 

Interruption in sentence 

(10.6.1) 48 

Introducing elements set in 

separate lines (10.6.2) 48 

Parenthetical clauses and 

phrases (10.5.5.a) 45 

Spans of time (3.3.3.3.1)22,22 
Substituted for comma. 

semicolon, colon (t 0.6.1) . 48 

Typing of (16.2.2) *HI 

Dates (3) 22 

A.D.. B.C., rules re (l.I, 



2.5.3,3.2.3.3.3) 7.21,22.23 



(ieneral rules (.3.1) 22 

Historical epochs (2.4.4) 18 

Spans of time (3.3) 22 

Decimals (8.4) 35 

Decision, judicial (13.22) 70 

Degrees 
Academic 

Capilali/ation rule (2.5.1) . 20 

Sequence of (1 1.4) 59 

Spacing of abbreviations 

(1.1.2) 8 



Honorary, sequence of (1 1.4) 59 
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Thi'oloijir.il. S('i|iu*tu f of 

(IIJ) :V) 

Di.u rili* .il tn.it 1 1 0.1 1 'M) 

I)ift't't'i'ti(i.iti()i^ .itiii Use ot 

iialicN ) L»7 

Dimi c|iu)i.iiiotis (lO.D.I) ....r>l TiT) 

l)ivisii)ti i)t wunis (4) 1 

K 

-h.s. r./*fii . cj.n.t) 'J I 

r.clitor. (it.itiot) iti })i})lii>v;tMpliii ,ii 
.itul loiiiUDlf rflVrnu rs 

(is 

t.aiturial (l:i.l4) ()S 

l.ilitorial ititiTimlaliotis. usi* n{ 

brai ki'K ) 41 

Kllipsis pi>inis (10.7) 4S 

Kmphasis. italic s lor (O/J) '^7 

Knumrrations 

.Mphahfii/atiou in (7.:i) :i| 

Capiiali/.ition in (LM.LM 14 

Putn Illation of (7.12) M) 

Styles for si'ttinK of (7.1 ) .... :iO 

kkh: (1:^.1.-)) lis 

lAuTf;vl (I :i.Hi) ()K 

Kxitaitiation point, and (|Uot.t 

tiiHi marks (!().*». r).i ) ')!) 

"M." (.■).:», 1(1.4. ^) 2(k 

V 

VvilvTA] law (i:i.l7) M M 

Figures (nii^iifrals). Srr Num- 

l)ers and fii^ures. 
Film {ihi\A, l4.i;.l)...'JH. 09. 79 

Hhnstrip (Ti.lO, 14. LM) 69, 79 

Footnote referenc es. Src 

UiMioj^raphiial and footnote 
referenc es. 
FootncM'*s. nuinherini; and 
pliUentent in numus* ript 

(Ifi.l.li) HJ 

-For examplc'Min.4.4) 4:i 

Foreiijn countries. abbrevialiiiMn 

rule (I.LM) 9 

Forri^n word%.Mid pluaises (*>). '.JT) 
Ac I ents M^il other di u riti«al 

marks (10.1) :i9 

llompound adjet lives, t^iwn- 
hyphcnation of I lO.H.^'.a).. 31 

(JcncMal rule (r>.l) 'Jf) 

Plurals (9.1. :i) .'if) 

Referenc es (r>.'J) LMi 

Sc ienlific names 1*6 



l't.n)sl.i(icni of, and cpiotaticm 

marks (l().9.:i) fdi 

Fcuinat. in inanusi ript typin]^ 

(Ui.l) HI 

I rac ticms (8.4) Hfi 

Fiont cover. Nl-..\ identific a- 
tion on (1 4. 1. 1 .a) 78 

(i 

(ienevic personal referenc es 

(11.6) ; GO 

(ieo\;vapluc al terms 

Ahhreviation cd" (I.L*) 9 

Capitalization (2.4.1 ) 17 

Cierunds. possessive with 

(I ().:;. I. h) S9 

(ioal or support area name, NE.\, 
position on print materials 
(I4.!.l.c) 78 

(joverntnental terms 

Aj^enty symbols (1 .5.1) 12 

Documents, national and 

international (2.4.10) 13 

I'.S. terms (2.4.7) 19 

C;reek, plurals in (9.1. :i) 36-37 

H 

lfeadinji;s and titles, eapitali/.ation 

(2.2) 8 

(st't alsfi Titles) 
llearin]^. Oonji^ressionul (13.20) 69 

"lie/she- (11.6) 60 

Historical epochs, capiluIi/.U* 

tion (2.4.4) 18 

"Hon." and "Honorahle" (11.1, 

1 1.2.2) fiH. 58 

HfHuorar^ dej5r<e<'s,*e(jUencc of 

(11.4) 59 

HyplienJlO.H) 49 

/^Ijective*. compound 

Proper (1 0.8.1. f) 51 

Rules re (10.8.2) 51 

\'uriatious f)eca44st? of posi- 
tion 1 10/8.4) 53 

CIoujipMunds of one wavd 

and prefix, etc. (I O.H.I) ... 49 
(knend comtm^nts re ( 1 0.8) 49 
Nouns, compound 

Proper (10.8, 1. f) 51 

Rules re (10.8.3) 53 

Vuriaticms hecuuse of 
positlcm (10.8.4) 53 
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Identification on NEA'produred 
materials (14) 7H 

Idiomatic expressions, use of 

possessive form in ( 1 0.*J. I .c) 40 

•M.e.*Mri.l>, 10.4.4) 

Infinitive in title, capitali/ation 
(2.2.2) If) 

Initials, spui in)^ of ( 1 . 1 .2. 

1.5.1) 12-i:i 

Interjections* and use of comma 
(10.5.5.e) 46 

Italics (6) 27 

' Art Injects (6.6.1) 28 

lk>tanical and zoological 

names (6.6.1^ 28 

Differentiation (6.1) 27 

Direftives (6.3) 27 

Hmphasis (r).2) 27 

Filmstrips, names of (6.6. 1 ). 28 
Foret){n words and phrases 

(3) 25 

Motion pictures, names of 

(6.6.1) 2H 

Plurals (6.4) 27 

Radio series, names of (6.6.1) 28 

References (5.2. 6.3) * 26, 27 

.Salutations (6.5) 27 

Ship names (6.6. 1 ) 28 

Signatures (6.5, 6.5.2) 27. 27 

'IV series, names of (6.6.1 ) . 28 
Titles of publications (6.6) . 28 
Variations based on type- 
face (6.7) 29 

J 

Joint committ-e ( 1 1.21) 69 

Judicial decision (13.22) 70 

I. 

Latin words 

Italirs (5.2) 26 

Plurals («>.l.:i) 36-37 

Leatlct (14.23) 70 

letters of alphabet 

Plurals of (9.1.2) 36 

Symbols (1.5) 1213 

Library of Congress cataloging 
procedures (15.2.2) HO 

Lists and enumerations (7) 30 

Alphabetization in (7.3) 31 

Capitali/atiun in (2.1.2) 14 
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Punctuation of (7.2) 30 

Styles for setting of (7.1) ... 30 

M 

"Mac." alphabetization of 

(7.3.2) 31 

.VlaiULscripi typing (Hi) HI 

Dash (l«.2.2) HI 

Footnotes, numbering and 

placement of (16.1.3) »i 

Format (16.1) HI 

Numbcringof pages (16.1.2) HI 

Paper and spacing ( 1 6. 1 . 1 ) • HI 

Typing style (16.2) HI 

Underscoring (16.2.1) Ht 

"Mc," alphabetization of 

(7.3.2) 31 

Measurement, units of 

Numbers, use of (8.3) 34-35 

M. (noon) (1.1.1) 7-H 

Military titles (11.2.1) •. 58 

Mimeographed publication 

(13.24) 70 

Monograph (13.25) 70 

Motion pictures, names of, and 

italics (6.6.1) 28 

"Ms." (11.5) 60 

Musical compositions, titles of 
(10.9.2) 55 

N 

"Namely" (10.4.4) 43 

Names 

Alphabetization 

Foreign names (7.3.4) 32 

Persons (7.3.2, 7.3.4) ... 31,32 
States of the U.S. (7.3.3) .. 32 
Capitalization. See separate 
entry. 

National and international bodies, 

capitalization (2.4.H) 19 

NEA 

Abbreviations (1.3) 11-12 

Bibliographical and footnote 
references (.vi'i^ also separate 
■ entry) 

Joint Committee (13.21) .. 69 

Proceedings (13.30) 72 

Theme (14.1. l.d) 78 

Building, capitalization of 

references to (2.4.13) 20 

Capitalization rule (2.4. 11) 20 
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Publicutiuns 

Copyright nutiie (i r>.LM) HO 
Library of Conjjress l aia- 
loging procedure (15.2.2) . 80 



Title page (15.1) HO 

NE.\ produced materials, 

identification on (14) 78 

National Reporter .System. 

abbreviations (Vi.22) 70 

Newspapers 

Articles from, citation of 

(13.26) 70 

Titles of, use of italics 

(6.6.1) 28-29 

Nouns 

Address, nouns of, and use 
of comma (lO.S.S.d) 46 

Appositive, possession in 
(I0.2.2.C) 40 

Cot'^^ctive, verbs with 
(9.2.3) 37 38 

Combined with adjective, 
to form compound ad- 
jective (10.8. 2.b) f>2 

Combined with particle 
To form compound adjec- 
tive (10.8.2.c) 52 

To form compound noun 
(10.8.3.a) 5.S 

Compound 
Hyphenation of (10.8.3) ... 53 

Pluralizing (9.1.1) 36 

Possession in (10.2.2.i) 40 



Two nouns forming (las^x^ 53 
Variations in hyphenation 
because of position 
(10.8.4.b, 10.8.4.C) ... 54»54 
Phrasal, possession in (10,2.2.c)40 



Proper 

Capitalization (2.4) 16 

Compounded (10.H.l.f) .... 51 
Singular, verbs with (9.2.2).. 37 
Number, agreement of (9.2) .... 37 

Numbers and figures (8) 33 

Arabic, use of (8.2) 34 

Beginning a sentence (8il.l). 33 
Decimals and fractions (8.4). 35 

General rules (8.1) 33 

Measurement, units on8«3) 34*35 

Plurals of (9.1.2) 36 

Punctuation (8.1.2) 33 

Quantity, uni. ^ of (8.3) ... 34-35 
References in scries (8*2) .... 34 

Roman, use of (8.2) 34 

Serial numbers (8.2) 34 



Spelled out, form (8.1.1, 

8.1. 3., 8.1.4) 33,33,34 

Tables (12.1.1, 12.1.3) ....62, 62 
Under 10, rule for (8.1.1) ... 33 

O 



••OV!otk"(3.hl) 23 

Omissions 

Brackets (10.3.1) 41 

Comma (10.5.7) 47 

Ellipsis points (10.7) 481 

Orders and degrees (religiou»» 
etc.), sequence of (1 1.4) 59 

Organized bodies 

Shortened form, capitaliza- 
tion (2.4.11) 20 

Symbols for (1.5.1) 12-13 



Out'of-print publications (13.27) 71 
P 

Pamphlets and books ( 1 .3.6) .... 67 

Parentheses 

Brackets within (10.3.2) 41 

Parenthetical clauses and 
phrases (10.5.5.a) 45 

Parenthetical clauses and phrases, 
and use of comma, dash, 
parentheses (10.5.5.a) 45 

Participles, and formation of 
Compound adjectives 

(10.8,2.c) 52 

Compound nouns ( 1 0.8.3.a) 53 

Parts of books, citation in 
bibliographical and footnote 
references (13.28) 71 

"Percent,** and use of decimals 
(8.4) 35 

Period 

Abbreviations (1.1) 7 

Quotation marks, use with 

(10.9.5.a) 56 

Space following, in manu- 
script typing (16.2J) 81 

Periodical ^ 

Citation ol (13*29) 71 

Supplements to ( 1 3.40) 75 

Periods in history, capitaliza- 
tion rules (2.4.4) 18 

Personal references, generic 

(It. 6) 60 

Phrases 

Adjectival (lO.S.:;^ 44 

Adverbial (10.5»3) 44 
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Antithetical (10.5.2) 44 

Appu$iOS^f> (I0.5.f».b) 4fi 

Currdativc (10.5.2) 44 

In pairs (10.5.6.b) 47 

In series (10.5.0.a) 46 

Parenthetical (10. r,,5.a) 45 

Plurals (9) 36 

AbbreviaUons (9.1.2) 36 

Agreement of number (9.2). 37 
Compound nouns (9.1 . 1 ) ... 36 

Foreign words (9.1.3) 36-37 

Formation of (9.1) 36 

Greek words (9.1.3) 56-37 

latin words (9.1.3) 36-37 

tetters of alphabet (9. 1 .2) .. 36 
Numbers and figures p. 1 .2). 36 
Symbols (9.1.2) 36 

Poetry 

Quutjiliun marks, use of 

(l0.9J.b) 55 

Heilui f^il use of 

{lOMM 54-55 

rules of (6.6kI. I0.f).2) ...28, 55 

Political divisions 

AbhrevUtioiiol (1.2) 9 

Capitalisation <e.4.3) 18 

Pulilit al party^ capitalization 
(2.4,«) -MssN 19 

Political philosophy « nontapi* 
talizaiMin (2i4.9) , 19 

Position olf gu4l or ?iU|>pof 1 area 
name(I4.hLc) 78 

Possessive case 

Apostrop^f kii(t0.2) 39 

Joint owumhlp (10.2.2.dj.< 41 
Formation of (10,2.2) 40 

IVof (l0.2J)n.M(. 39 

P.M. (post meruiiem), rttlv» P<? 
(,l.l,2..5..3) 7.21 

Prefixes, hypheti.ttk^ f^tWs 

(10.8.I) 49 

Preposition in formation of 
compound ailjectives^ hyphe- 
nation (10.H.2.d) 53 

Preposition, capitaU/alion of 
in headings (2.2.1) 15 

President, U.S., appellations for 
(11.3.1) 59 

Print materials (14.1) 78 

Proceedings (13.30) 72 

Prose quotations (10.9.1, 

10.9.1.h) 54-55, 55 

Psychological tests, symbols for 
(1.5.1) 12-13 



Publications 

Copyrigtit notice. Library 
of Congress data, price 

and order information (1 .5). 80 
Titles of. Sre Htles. 

Pu!>licattofi» in series (13.31) ... 72 

Publish^ (113.32) 72 

^ncluation 

Dates (3.1.2.3.1.3, 

3.3J) 22. 22. 22 

lists and enumerations (7.2) SO 

Numbers and figures (8. 1 .2). 33 

Punctuation marks (10) 39 

Accents (10.1) 39 

Apostrophe (to form 

possessive) (10.2) 39 

Brackets (10;S) 41 

Colon (10.4) 41 

Comnu(10.5) 43 

Dash (tO.6) 48 

Diacritical marks (10.1) 39 

Ellipsis points (10.7) 48 

General comments on (t O) .. 39 

Hyphen #0.8) 49 

Quotation marl^ (10.9) ....... 54 

Semicolon (110.10) 57 

Q 

Quantity, units of. use of num- 
bers (8.S) .i 34-35 

.Question mark, and quotation 

marks (10.9.5.c) 56-57 

Quotation marks (10.9) S5 

Aircraft names (10.9*2) 5S 

Articles (10.9.2) 55 

Chapters (10.9*2) 55 

IMrect quotations (10.9.1.)54-&5 
Double and single marks 

(10.9.1) 54-55 

Double punctuation, preven* 

tion (10.9.5) 56 

Foreign words* translations 

(10.9.3) ^6 

Poetry quotations (10.9.1, 

10.9.1.b) 54-55, 55 

Prose quotations, paragraphs 

of(l0.9.1.b) 55 

Punctuation used vAih 

(10.9.5) 56 

Radio programs (10.9.2) .... 55 

Siangle marks (10.9.1) 54-55 

Slang md colloquial expres- 

sions« nonuse with (10.9.4) 56 
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rV prn>»ram.s (I ().«).!!) 55 

IVrininal marks, punctua- 

titm with (10.0.5.1 ) 56-57 

rhemf lilies (10.9.2) 55 

l ilies of cerlain puhlications 

(10.9.1!) 55 

Quntatiotis 

(iapilali/alii>n of first word 

(IM.'M 14 

Formally inlroduced. ami 

use of colon (10.4.3) 42 

Redumi type for (10.9.1) .54«55 

R 

Race names, capilalizalion 

(IJ.4.12) 20 

Radio projjrams. and quotation 

marks (10.9.2) 55 

Radio srrics. nam.'S of, and 

ildlii s ((i.b.l) 28 

Radio slaiions. symbols for 

(i.r>.i) 12-1:^ 

References 

Abbrcvialions in (1.4) 12 

Biblio^aphical and footnoie 
references. Srr separate entry. 

Capitali/attton (;!.:)) Hi 

Italics. u$e of (5.2. b.:{) ...26. 27 

Ht4igiims orders and degrees. 

sequence of (11 .4) 59 

Religious terms, Ci^pitalt/ulton 

(2.4.5.2.4.6) 18. 18 

(ive also Bihiv and other 
sacred books) 

Reprint (1H.:^:j) 7:i 

Resolutions, rules re **Resolved** 
and ••Whereas" (2.1.^) 15 

••Rev.'^ and ••Reverend" 

(ll.l. 11.2.2) 58.58 

Revised edition T.i 

Roman numbers (8.2) 34 

Roman type 

Foreign words (5.1. 5.2).. 25. 26 
Titles of publications (6.6.1) 28 
Use in italic text (6.7) 29 

Royalty, titles of (11.2.1. 

11.3) 58. 59 

Rumon style, lists and enumer- 
ations (7.1.1, 7»l.2. 
7.2) 30,30.30-31 



S 

Salutations 

Colon following (10.4.5) .... 43 

Italics, use of (6.5.1) 27 

School publications (13.35) .... 7.3 
Sciences, etc.. ending in ics 

(y.2.5) 38 

Seasons of year, noncapital'i/a- 

lion (2.5.2) 21 

••See" ami ••see also^^ (2.3.2. 

«.3.1) 16.27 

Semicolon 

Dash, substitution of 
(10.6.1) 48 

Quotation marks, punctua- 
tion with. (1 0.9. 5.b) 56 

Series of elements containing 

commas (10.10.2) 57 

Sequence, numerical (8.2) 34 

Serial numbers (8.2) 34 

Series of elements, and use of 

comma, semicolon (10.10.2) 57 

"She/he^^(11.6) 60 

Ship names, and italics (6.6.1). 28 

••Sic" (10.3.1.b) 41 

Signatures, and use of italics 

(6.6.2) 28 

Slang, nonuse of quotation 

marks (10.9.4) 56 

Spacing 

Initials (1.1.2) 8-9 

Symbols (1.5.1) 12-13 

Speeches (1:^.34) 74 

State laws (13.37) 74 

State publiration (13.38) 74 

States of the U.S. 
.Xbbreviations 

WuleMl-'.3) 10 

Ustof (1.2.4.a, 1.2.4.b).10, 11 

Alphabetization (7.3.:i) 32 

Subtitli's(2.2.t, 10.4.6, 

13.39) 15,43,75 

SuffiHt*s, hyphenation rules 

(10.8.n ; 49 

Supplements to periotUtals 

(i:^.40) 75 

Supreme Court, U.S., justices 

of (11.3) 59 

Surveys (13.41) 75 

Syllabiralion.(4) 24 
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Symbols (I. :•)) I'-' IS 

AmpersumMl.l.'*) 

Government agencies 

(l.r*.!) i*J i.i 

U'turcd (IQ. SOS.cU .^ 

(l.-).!) I'M.i 

NE.\(l.:l) 11 

l)rsani/.c<l Ixxlies ( 1 .5. 1 ) . 1 2- 1 :t 

Plurals of (9.1.2) 

HsytholORical tests ( 1 .5. 1 ). ll.'- 1 :i 

Kaciio stations (l.n.H 

TV station* (1.5.1) 12- 111 

Symiiosium (l 'i.41.') 75 

I 

Tables (1 2) 

Columns 
.MiKunienl of flKurfs 

(!2.l.:») (i- 

Blanks in (12.1.:<) - 62 

Ileaain^s (12.1.'i> <i-' 

Numberinsof (ILM.I) <i2 

Continued (12.1.6) 62 

Kxamples (12.1. 12.1.7, 

12.2) hi. G:J. 6.1 

l-ootnotesin (12.1..'>) 62 

Formal (12.1) 61 

Indentions in (12.1.7) 6:i 

Numbering of (12.1.1) ftH 

Open (12.2) 6:4 

Sources (12.1.4) 62 

Title (tiest riptive) of 
(12.1.2) 62 

IV 

ProjiTiimii. and quotation 

marks (10.9.2) 55 

St'ries. and italics (6.6.1) 28 

•Stations, symbols for 

(1.5.1) 12-13 

Tests 

Citation /)f. in bibliographical 
an<l footnote references 

(1:1.4.-') 75 

Itiilic - for (6.6.1) 28 

Psychologitiil, symbols for 

(l.i.l) 12-13 

"Thai is"(l<)-4.4) 4:4 

l-b-Mic, .\K.\ 78 

'l*hcmc titles, and ciuotation 

marks (1<).!).2) 55 



llu-olosii al degrees, se(|ueni.e 

of '11.4) ^ 59 

Thesis (i:l.44) 76 

Time 

A.l)., B.C.. rules re (1.1, 
2.5.:i, 3.2, :i.:5.:i).. 7,21,22,2:1 

\M. M., P.M., rules re (1.1, 
2.5. :i) 7,21 

Dates, general rules (3. 1 ) .... 22 

General rules re spans of 
(:i.3) 22 

Historical epochs (2.4.4) .... 18 

Title page (15.1) HO 

Titles (appellation!^ ( 1 1 ) .58 

.Abbreviation (11.2) 58 

Capitalization (11.3) .59 

Italics, use of (6.5.2) 28 

Secjuence of degrees and 
orders (11.4) .59 

I'seof (ll.l, 11.5) .58,-59 

Titles {set'dho Musical composi- 
tions'. Newspapers; Poetry; 
Hal.) 

Abridgement (l».6.l, 

6.6.2) 28. 29 

C;»pitalization (2.2) 15 

Italic and rnman type (6.6.1, 

10.9.2) 28, 5 

Punctuation 
Colon between book titles 

and subtitles (10.4.6) 43 

Quotation marks, use of 

(10.9.2) 55 

Tables (12.1.2) 62 

" To," capitalization in headings 

(2.2.2) ■ 15 

Translation, citation of, in 
bibliographical and footnote 

references (13.45) 76 

Type faces. Set' Boldface type; 

Italics; Roman type. 
Type size reduced for quotations 

(10.9.1) 54-55 

Typing style for manuscripts 
(16) 81 

u 

Underscoring, in manuscript 

typing (16.2.1) 81 

United States, abbreviation of 
(1.2.2) 9-10 
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U.S. Office of Kdm ation pub- 
lication (I3.4G) 76 

Unpublished material ( 1 3.47) 76 

V 

Verbs 

Agreement of (9.:;) .17-38 

Fortnation of c ompound 
words 

Adjectives ( 1 0.8.2.d) 53 

Nouns (I0.8.3.b) 53 

••Vi//Ml0.4.4)... 43 



Volume, i*it;ition of, in biblio- 
^aphiral and footnote ref- 



erences (13.48) 76-77 

w 

"Whereas" (1*. 1.4) 15 

Words 

Division of (4) 24 

Series of, punctuation 
(10.5.6) 4647 

Y 

Yearbook (13.49) 77 
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